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CIIAPTD I 
llftOOUCTION 
The pl'f$1• of thlll at..ty wu to -1JM tbe 11t.,..t\IN conc....t 
w1tb pa41aa plau 1a awtbucl aDd 'tfp~Wlt1• aac1 to wlte bl'let 
d•v1pt.t ... of tiM ... t be1pf\ll. ad a!allitlatrt wa,a of pacUaa. 
A atucly of tb1a type aboul4 1te of 11at .... t to the bealaalaa 
teacbw of allwtlaaad ud t,_..1t~ u ..U u to the .,...leao.S 
Slaoe atwleata cUtter peatly la Uillty, the pPQ~ of 
det..,.bllla a buf.a fw .. allaatf.- ad of UUbliallJ.aa •Di.fcnra 
pacUaa atadal'cla paaulAt t..a.N ot tile akl11 aujeota. Jealuhtc 
teachen, •peof.ally, .,.., .... dJ.tflcMlty 1n det ... 1a1aa a •thod 
ot aNtliBs daily papen. Ia fact, a1ao• tbe dan of ed...,tloaal 
hlatOI'J1 aH41aa baa He8 a dlff.tcnalt tuk to• .. .., tuohe. 
Autborld.- 1a 1..,.1 aH la ....-•t o.un1111 tbla tact. 
st.._,l .. ,. that • "ORe ot tt. pel'plealaa .-.. a v..taiac ..... tet• 
1a .. alutJ.aa tbea la t.....,.lptJa." .._.2 alao •"• that p&dJ.aa 
M~llllll.aa alllol'tbucl attldeata 1a -.tid• of a ~Mal• to aaay teaebea. 
lsu.,., Ma4ellae s., "GndS... Pln foro TNIUIGI'lpt1oa1" a.t .. a 
Teacbe, vo1. aa, • ....._, 1111, P• •· 
tc. •• , Joba J., .,_ Sbwthaa4 c.n.,• ... ..._. Dluatioa w • .w. 
•ol· a1, Ooto'bw, lth, P• aa. 
Go14•1tb3 •Pha•iue tbie aae po!Dt wha he .. ,. that, "One of 
thAt aoet ooatuaiaa a.s clhtvb!Da prob*• tnt u•y typiac teacbva 
haft to face ia thAt f-..lftlen ot a WC~~tkable, pl'&etical, e.laple padifta 
plait." 
Aacl __ ,. uka the followba atat•at eoacvaiftl tbe coepla1ty 
of aN41aa ehartbaad.t 
Of all the pro~leu tbat pel'pl.ec teaohen f.n the fll'&dlna 
of aklll su~eota, pwhapa aou la liON o•plex thaa tbat of 
profU' 8't&Ddud• aiMI ar•U.aa t..-1 .. • ta trUHriptlea. So 
aany faoton ••• bvelved la tHD ... lptioD aklll that 1t 1a 
cliffto.lt tw a t ... w to cle'teNJ.ae how to UI"1Ye at a pacU111 
plar.a that will P"9• to be .., •• ,.rtially effectlft. 
Hoal .. s pof.ata out th4a cllftieulty ot cblm&1aa __... iato 
andeat 
It 1e uey to -aa•t Mtlae4a of ... ~a, tilled w1t1qa, 
bat it is ROb aoPe 41ftlftlt 'tO ---t bow tMH _._. .. 
ahaulA :be traulated 1Dto ....... Yet it ia the utt• of 
atanducla that uy be of ... t 'help to tbe teae.ber. 
Much baa ltea Aiel about the aeo ... ity of •tabU.ahlq ualfot"'l 
ataaclu-da to luiiUH ... dep• of vaifOIPillty 1A t'eachJ.Ba pi'OOttcharn, 
teaohf.aa •t•J.ale, t•tlag1 ..s &NdlDa. 
High ataDCluda 1ft waluaa akUl nbjecta •• JUtCe_.,. to tHin 
vooatf.oDaUy o•peteat padut... Fr• the viwpoiat of tbe teaobv, 
a..w.tth, S..el, •sS.plltW T,.,._ltba l.ndba Plaa, • Jua!u.u 
Educsat.f.• w-.w, vol. 3t • Aprl11 1111• P• 13 • 
........... Ruth x., "Stala4aNa ad Gradf.Da 1a TND.v1ptioa,• 
.... laea E4Mat10D ,_._, •ol• 81 Oet.-.. ltSJ, P• 20. 
S~~o~J.e. Jtuaaell J., "QJ>•w ,,_..,_ C:et of Eri'OI" Metbo4 of 
SOO.laa T!aed WPltlnp,• ._!D ... !!!$!tloa ,.._, vol. '• Deo•ber• 
liS., ,. 21. 
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ataftdu4a repretMilt tbe vltvia oa wbloh the atvdnu an to be jqed 
\lpotl e1ltl"UCe illto the wa!neaa world. Qnea6 ooncvat 
In order tor CNI' atutrlnta to work .la offlcea1 they 110t 
coafOf'll to cvtaia ataJMlal'cla ot ,_.ronuu. Thla 1a a poiat 
oft• OYerlookecl lD t.aila ... ola ..... putlcvlarly !a the 
Ml'ly ........ . 
The uat atfeotlve plu ia to put you carda OD the ta.ble 
the flnt clay ,_ Hat each ....., olaaa. It cloea aot uo811Hl'1ly 
follow tlNat atudeata vlU be t.laht_. bJ belaa tolA that tbey 
aut type so aaay WOI'da a abNte1 tau cUctatioD at a certain 
a,..s. all4 tNDIIO.I'lbe aecvatel.y at a atYea rate 1>y tlle ad of 
tile t..... • • • 
How hfah the ataiMlaftl? Yw M the 1wl&•• Set your owa 
ataadarda but .. t thea hiah. O.aad tbeaa apply'*· 
Vaa oerv._7 foll.owa thla tread of tbouaht 1D atatJ.aat 
While atadarda wtu vary --. 1Ddlvi4uala dependlaa 
ttpcm pel'aou1 pbll0110phi•• II08t teaoll_.. will qree that 
atalda:rda aN I\O't aet ... 11 to utbfy tuc)ava' whlaa. 
ld.acatloaal a'tUducla aN •t la ....-ltloa of the fact 
that ,....na1 aohle..._t • 'the 1u1 la tM baae1 la the 
a au ••lty 1• ooat.lmtouly aeaaued by ataaclat'da aet 1>y 
~Nat... •••• 
If ac:hool ataDclal'da oocaal...Uy appear to be arl>ltNary, 
parhap11 they ue ••ualtly ao. oa. ot tlut parpo- ot 
tenhJ.aa ia to aaaiat tbe Wtvldua1 f.a bla perMDal dtWelop-
••t• nu .. tiM u ... JMtweea , ...... tlle teacber1a azoltiti'U"y 
atanduda ttpotl the bcllvidual aacl betwMa aaalatlna hia to 
4avelop h!cbe ,.,. .... 1 au.larda ,_. blaaelf la .,_., tbla 
lnde.S, l't lathe llae wat.oh teMbeN caaDOt 1pOH u4 yet 
lM tAMt to tll..aelfta aDd tlleb pntenf.n. Heaoe, tiM 
nanducla •teb finally affect pad•• 
FS...Uy, aoat tuahva •P" tbat they ahotald aot pade• dayia 
u4 uy oat, ...,.ytbiaa a atudftt does. ht they alao aak, "Whea 
'area., JohD J., "Hov HJ.ab tba Studa..S?" luata.u 14ua.t1oo W•.W 
vol. ..o • Sept...,_. • ltlt, •· to. 
7vu Deft'Ml", ElluN'tk T., "Staactai'Cla-Tbe Bulo Probla of Gndlfttl•" 
'l1w JOVDA1 fL IU&!ft! &.bacad.oaa ftl. at, ,.......,, 1157, P• 221. 
ar-"latl baa to be dee, wbat atand&Na ab0\ll4 be uaecl?" The pa41Da 
plana pr•eted beN provicle llaftJ ~n~~~eat.lou for teacbera. 
TbeN 1a DO &Mdiftl plaa that will Utiafy every teacher. The 
aracU.aa plaDa ooataiMd la thla Npol't .ay help the tMChel' dft'iae 
a bcttv •e f• hiM elf • 
The followiaa deUaJ.tatioDa.,... followed 1D tllia atudyt 
1. The utiolea ua1yaed 1a tll!a tbeaia were 11aited to thoae 
witten 1D baalneaa educat101l p.ablloatlou. 
2. Tbe ,011cat1cma atudied WN Uaitecl to the yeua 
1110 thl'ouah 1111. 
a. Tbe articlea wre 11111tecl to tbMe clMliDa prlmuUy with 
paclJ.aa and etaDdaztda 1D abol'tbucl aact ty,..,.1tina. 
-.. The artio1ea ael.eotecl for iaoluaioJa ia thia atudy wel'e 11a1tec:l 
to thole whloh ira 10M way WCN14 uaiat the abortbaDd aacl typewritiaa 
teacber in the fiNd ina ot hie atucleta. 
1. The uotlolea tbat were aot -•laecl .,..e thole which 414 
aot pl'eaeat lftCillll obuta or apeoitS. 1Dtonat101l which could be 
cleYalopecl into olall'ta. 
Ora•J.aatloa ot the Study 
la Chapter l the prob1 .. with ita de~itatioaa ia atated 
and jutifled. The aeooad Chapter revlewa lltuatve related to 
lftldlaa. cu,-r Ill at•• aa outllud 4.....,1pt1ola of the JINOedUH8 
fellclwe4 la thle llt\llly. I• Claapter- IV a Ml•tive eol.lecti• ot &Ndlaa 
plue - ••p1W ,.._ the Uteatue. TM .... ..., ucl recn:1neDdat1 .. 
aN ,..._.... la ClMlptw V • 
s 
CHAnD II 
UVIEV OF RELATED LITERATURE 
A peat deal baa bee wlttea N~Udlaa the dlfficul:ty and 
aubject1v1ty of pad!Aa a'ttl4•ta• eapeelally 1a the aklll aubjMta. 
Studt• Mft Me8 ooa4\1Ctfl4 la c.--tlola with pacU•a bl a•••l 
aad ... ,...uculely itt tM tlel4 .t typevrld.aa. 
Aa 1w•d.pt1oa wu uldertaku la 1110 by Slat• Jae Mule 
PuTOtl to atwly the vutatlou ua4 •t•t of un1toralty 1D urks 
aaa!gMCI to a'bld•t•' Wl"k ~ teaoheN of typewrJ.tma. Selle of tbe 
aato•• la41cat.ct tM.t tlleH vas a1aoat a o•plete .l.Hk of ....... ,
•• to what it- ahet&l4 be couJ.ci...S ill c•p111aa the end• for • 
tmtd•t la aay alMr.a .... ,_. ot typewltlaaa a allloat uaulaou 
·-· .. ,,.,... 1a ........ to the qMatl• of aivlng daily ....... J.a 
ty,...1tlrlaa a..S tlae .-ata 1184• a, t4NObeN paerally abowet.t tbat 
theN vu • vJ.da diftll&eao• ....., tbea u to tlte ataa4arda vblch 
abwld be used •• • Mala la plldiD& typawlt!Aa. 
In ltllt Slate'fl Male r..a.c•ttl atteapttld to a80U"taJ.a tl'Mt Mteat 
of vulatf.oa ud ul,...U:y wl\lcJa Ml.U 1a RrlvlDg at a'Wd•t sr••· 
She felt that• 1t t~ - ._h a vY• 4ivergeace •oaa teao._.. ot 
the ataadal'da aa4 •- uecl la IJNdiDat tbla -• l.ak of uifoNJ.ty 
tftNld •ltrt who tM , ... ...,.. •tully pa4ed the .,.,.... St.. f•llld 
tbat there weH ooae14\IN.ble cUft .. cea ot oplaiort u to what eho\114 
be 1DGlu4td in tbe &NCI• u u J.a4J.utecl in tbe foll.ovlq etat...,.tl 
~ly ooe of tbe ~-t 1Ddlat1011.8 of the lack of 
wtlfONlty 1ft ...... aaeiped 1»1 t .. laen 1• lllutNted 1a 
the faot tbat a 101 aete ot papen that wve araclecl 58 
cliffeHnt a.blMtioae of MPktl "" liH4. at 
Luckett ~- tbat tuehel'8 VOJ'k cooperatively to develop 
unifOl"'l teatba prGCeciUHa aacl to arrive at ataadal'da tor aradiaa1 
and tbat objective ....... be 4evlaecl by oeatJ.ft...S ••earoh in tbe 
field ot .,.atna in typewrittaa. 
The parpoae of tl\e atucly ucla by leuleS in 1951 waa to review 
ucl analyse 'the liteNtUH • urkiat .,.,_ In or4er to cUacoveJ' 
utter!& which .tallt be UHCI to c~ ... lop a 8U'kiaa .,at•• A llat 
of criteria whiab wwl.4 place aukiaa oa a .. at.t Mala vu clraa up 
t..- the ._.,.1 .. of utlel.M aa4 Mob ...,leweli, aDd tbe 8\ltb.or 
aun•ted owtaia t•tv• ot, ad. •- tor, urklq apt••· Searle 
Mllwed that if bla plu of awluatJ.aa a urldq .,.t• 4!4 aotblna 
_.e thaD t•t• an .,....... tbat 'tM ,_., .. , Ml'kJ.Da •Y'It• baa rwt 
a yet.._ u.s, it would baft perf...S a aaPYloa for the pii'Obabl• 
lappov••t of thla pbaa of Mhool &cla1alatNtioa. 
A aJ.anifieaftt atudy ad avalatln of Mtboda of 81"4baa 1D fiNt• 
yeu typawltlna baud n a .. ..,., of Cl'tli"Hat pi'Of ... ioul literature 
11
Ibltl• 1 P• ""'• 
-
s.._le, FNacia K., A llaYiw ot tlaa Lltva't\IN la the Field ot 
Mvk!;!l szat-. larYloa ..-~-art ..... lty, htr;;: !. -
7 
...... , carte' la 1153. Tbe ......... ot tala etucty ....... follewat 
1. To de1:..,.J.ee tbe eleMat• to be 1Dclll4td la &N41fta 
bealanifta tJp~WitliJs. 
2. r. 41H11A vuicN• •*_..' opiniou oa etaducl• la 
begiui• ty}Mrllll'lttaa. 
a, To 4.illcoftr the wriotl• plan t• patlac t:ltud 
Vl'ltl~~p. 
•· To au.lJH vola• pl.aatt t• padtaa utlr •eel••· 
s. To evaluate tlle pwtlaeat s..t ... tlea a11d Weaa ot 
tlle w.rlou &lltboft • ...._.. _. padiq Hill to ...-ble 
U.. lato reaa•...Utiou fflf' 'tbl 4~t of padJ.aa 
plau tor ,..NMl ue ad 90U.tl .. l typewltJ.aa 1D the 
-- el.aallroaa. 
CUt• felt tbat a._..., ef ..,..., lltentv.H la tlM fl.elc! of 
typewltbs OCN.W net la lt..U IIOlve ttle ,..-1• ot &Ndiaa la thla 
fielcl lrut hoped tluat the •t.a4J VCili.W 1• to the dweleplat aD4 
lapreY••t of tbe IJ'II41aa .,.-.. .., 1a •• Jtr the teau.n of 
typewlt!ac. 
The _...., eiWl ooao.luleaa penalalq to patSllas •• fouDII by 
Carte aM a1•• be1"8 la tuU. 
1. oa. o1 the ltla~  ot t ... -.. .ta ai'Miaa 
Mllool v.k. Deflal.te aetWa ae4 ,....,..... ._W M 
ata-.U.Ited to alcl 1D &N•Uq, 
2. he to 1111111vlfta14Ufu ... • the,.... .. .,... uaed 
ia lftCilac ... t • .., ........... t• tM ,..._.utf of the 
et\14at ooaea....s. 
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3. The e1•ata t• M !Mllltl .. la tlMI aftde aa 4evelop41Cl 
1a tllia atv.clJ aN ••• ... u,. aad aocvately aarked 11 a lftldba 
chart 1a ,..,.... aJMI the ••'-• e~t• ••• gNCi.S weekly • 
the cbut. The total &Nd• ,_ tu GhaR 1• ttt. • .,..... .. v.ttb 
tbe MPU &1Y• fOP the teaU a4 the otbo typJ.Ds poad.t for 
that per1o4. 
'· The IJ"a4ba a,.t• aheuW he fl•l.ble aad allald be 
revl.Md to •eet t!ae Htcl of t1M -'lcNlar altutf.oa. It 1• 
4Ut1cntl.t to aet •P a padJaa -le tltat vUl fit Nf1111Hnata 
of all t .............. ~a .... -•ltt .. . 
1. Typtaa ,.,.... ..._14 ROt be pacled 4v!a& the tJae 
tiM ke1Mud 1a M11al ........... Tile ..... tw t!ala pwlod 
ahw:W be ltuecl • tH ...._tloa bJ tiM t~ ot th4t 
aldl.la1 1mow1•••• ad teobal.- ..... 
•• The lf'll4laa plaa •ud alaola14 1M.,.. .. to • .,. .. ,.1115 
with the t.UOU IM!aa aMid. 
7. It 1a NGaa•ucled that &U typf.ac ,.,_. ahcld at 
M padecl. The atw.let ahcMWI ,...,...... o1N1e w ...... 
ucJ c...-..t aU ........ Tile t--• tUa MJ HlAKlt ad g:Nde 
cutala apMial ,.,.... ,_. dlttd wltlap tu tMO.._ uy 
pli4e th t•ta • wh!ela ttMt atwaata ltaYe lecUoattd laJIINYe-
.. ,. 
a. The attadet ad otll• lat.,...ed partJ.• abould be 
1111._.. of the a*1aa utW aa4 lt Poulcl be uederatool 
by tbe putl• ........... 
•· stuc~•• baadtaa ta .... ,.ble ..,.k • t1le tlrft 
•tt•pt .-.u ""J.•• .... OHcllt tbaa a a'bld•t •Jtlaa 
tw • __.. att•tt•• 
10. Aft• tile eutcJ•t hu noelYed. 1utrutleu oa _...bas, 
'the ;nde fu tt.a4 ,..._.tf.• .. k ad NPlu •erolau ahRld 
H itutd - pefM't ad MU.le cepl•• 
U. ,. ..... 1 •• veaa'tioul atwteata -..w be taqht J.a 
the ... olaiiWOCIIJ petlaa -* ......W M adi••W to allow 
tw a1ow l.eR..,.• IMat hf.ala ..p to fOI'C• po8Bf.bl• '9'0Nt!ooal 
.-tllll•te 'to attm hqt..r leftlll Mob lftdiaa pelod. 
12. TeaoiMN •• 91a't'loalaa the ... of aet WOI"Cla antv.t 
at by a te1t ..,. de4uetf.oa fOI' eae)a •rv Mde. 1'beN .... 
'to he a ._._.t tOIIfal'd' u!aa .-. WCI'Cis a •!mat• aa4 f1v• 
af.atate teau tw botla .... t_.. of f1nt•rear typewrltlD&• 
t 
u. RuMNb ia gradJ.Jaa ·UIMd. writiap iad.lcat• that 
the atudeat .... to uke Mttv pMarea• if the goala are 
advaaced oae net or poeaa word per aiauta each week J.utead 
ot atri•l•a for lfO verda per ld.aute .... day. 
llf. TJ.aed produatloa work, oily aaaignMDta, or the 
platmed. luaoa J.a takiaa the pl.He of the Maclget plu. 
15. Speed aacl acCUHcy aay be oY ....... phu1H4 Ia the 
t .. cbina of typewri tJ.aa. Re...-ob lacUcated that the 
bualn... latter J.a the ..at ~rtant duty of the typist 
!a an office. The t•cber tbell a~Muld. allow u INCh tl• 
tor pi'Ocluctlon of bual ... a lett_.. u for t1ae4 vritiaga. 
16 • The fiul &oal for YOUtJ.oaal typiata should be 
productloa &ad \laDle copiu nthar thu apM4 ad aCOUI'acy 
aoala aeaave4 oa atraight copy wl tina•• 
17. The practice of Nellttlriaa perfect cop!• ia .being 
replaced by •llabla copl .. with ... t vuurea, l.bdtlaa 
the a\lllber of 4ti'I"'N, or ael..-tiaa the bat of three 
attaapta. Aa tbe ayaraae otfi .. worker .. k•• an error eYery 
alaute ad a half lt 1a rec-...cled that ao requiNMnta be 
made for pvteot coplea. MoM credit should ~ly be 
alv• a perfeet copy, bevevel', thaD a uUable copy. 
18. A Milahle letter abeul4 be UTaaged well on the 
paae, haYe no U.apelled worda, DO VroN ia sr-r &Del 110 
uaCOITftted ei'I'Ol"8. Erl'On of a af.aor mature that do aot 
rel'ldar the letter UDII&l~le IINI (1) liON than one apace 
betvea wol'4a, (2) too_, c•••••• ued, (3) iapl'Oper 
apaciaa betwu puaiHpba .a ( 4) llabt type, aad ( 5) iaproper 
apaclaa attar pu.actutloa. 7 
FNII the foreaoiaa iJWeatlcatf.oaa oa aractlaa, lt 1a &Yidut 
that there Ia a peat deal of aubject.I.Yity In the gradlaa of atudeata. 
All of the authora .... to advocate tbe Mad tor iaproYeaeat of 
lftd1q ayat- aad to hope that a aet ot ataa4u4a be d&Yiae4 tbat 
would be acoeptable a11Cl vD4eratuda))le by all. 
7zbtd •• PJ>- 10,..107. 
-
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,.... ... ued la thle e~y weN u foll.owJ 
1. TM•• 111 the loatoa Uabwalty LU.vy ud .,. f.- tta. 
State uat ... t:ty ot x .......... ,__. to ,....u. a t.okpoud fOJ.'l 
thie eftcly. 
2, Maaad.M U'tlcl" witt• .. tea the JIU'& 1110 tbrotlab 
lMl nta .... ..........s vttla at.....-.a of .,,__., uc1 padtaa 
ta ehoiPtbaacl eDit t,._itJ.tJ& weN leoated b the lftoa'tl• .la4Ma 
the lual .... lftc.etloa ~~. aM. etMP lacUo•• 
a. Ia HlMUAI tM uttolu ,. ... atM. partlnl.ar atteatloa 
- alvea tot (a) utlolea tbat ..... to .. laelpfal te the olus-
.... 'tHOiaw 1a 'tU aotul IN4laa et atu~~•••• ,.,..., a4 (l>) 
&l'tialee vh!Aab .-. lllutNtleaa • • ...,.,pt._. ot .,..uto padlftl 
plaaa. 
'• r.. tbe ll.et ot ....,. 200 -'klu ualpecl• a __..,. ot 
12 MlectM utlalae •• .... alvJ.aa tlaa aala pout• ooaoePJMtd with 
the pa41aa p1U ad ..a pla .. ,.. .... _.. 1a ellut fONt la ••• 
cua, tNt ehut - cl ... leped 'f tht wltv Meecl upoD tllo iafOI'IIat!OR 
al.,.. ta tbe •tlole. 
1. A oa.plete llatlaa of utlolea wu ude ad,....__. ln 
al.phabetlo orclu to• ..., .. , .... fll ..,.......,. ue. 
•• Aa a flMl etep, a • •••1'1• .,.... • the tladbp of tllla 
aucly, we f•nlate4 ucl ...-1• "'amaaClatlou "'"llade. 
CUPDI IY 
tiiDDO fLAil D ~ftAIICUmOII AD nnnrrlll 
... .,. ., ......... ...w.Rlea la !MY.ltQ!e fa .... ,tea, 
'' 1a .laUiui..Ur • ••••ttal,...., the t-"hc ,.. ••••• ,... teet 
, ... , ............... , .......... ., ttd.a 1a .......... .., , ....... , 
••at fill Uteetue t11at Me a.. wltta ••...,..lac ........,.. _.. 
evalutloa. 
Ia tide ...,_. .. -••'- el ..Uelee witt• • .-...... ad 
.......................... ,,, •• ,,lila ... - ~, ........ s. 
.......... , ............ ,u.. n. ....... b ...... ., ..... two 
. . 
_. rut II eoatalM t•eatr•aana .,_.ltlae ...... p1Ma • 
..,. _,, .. fed .................................. to 
..alate tile vwk of a ............ - ,, .............. iJMUYldul. 
1euMn ....... ,, .. u, - clltt...-t .......... Tlae ,...w... ., 
devla1aa .............. to "" ...,. .......... _, ......... ,...t.W.e 
, •• .., ••• wltlt Ilia .... , ,...!We • lffwt •• wUl ......... - ........ , 
"--· ., tM ..... .,. ., ........ ,... ,. ....... 1a ........... 
It 1a ta. ...,. .r the wl-. *' "- ....... pJaa tw••t• ._.. 
will .U lNaJo .. ...-. vltla tire ..,.W.. ef ptlcllaa • ..._. la tile 
Put I 
Shol'tbaNl•TrD•PiptioD Ql"aci!Dg PlaDa 
wadd4111, Sue, "Evaluation of SboPtbaa4 Aohiev•eat at the High School 
~vel," Bualneaa iducatlon Fw•• 'lol. U, Octoher. 1956, PP• 13·15. 
Waddell pruents a aracl1A& plaa wblch abe uaea 1n her ShOI'tbaad I 
claasu. Teats tbi'Ot&gbout the yeuo ue Ualted to vol'd tMts and tran-
aorlptioa traa ahGPthaDCI ncrtea. D\11'181 the first alne veeka, stwlenta 
traascrlbe fro. the textbook and WOI'k towal"da certain atandvcla baaed on 
nwaber of vol'da a alnute tnaacrliMd. Alao, they .,.. given clupllcatecl 
teats ccmtalaina ahorthaad Ot&t11ua of words aad l>l"ief fona that they have 
bad tha far. The atwl•t• aupply tbe lonahall4 ealy. These testa are 
contimaed tbrougheut the year. Va44eU fiDCls tbat this type of teat ia an 
incentive •peol.ally to tbotae atuttuta wtlo are SOBewhat lax 1n doina their 
daily au!a184mta. Tbia teat 1a unaUy unouDCed the day befve it 1a 
given, aa4 at leut aae tut ot tbb type is aiven each veek. 
Dviaa the aecollld alae veeJcs• 141allte cU.ctatiou are given OD pru• 
ticed uterial. Tbr .... .taate c.Uotatioaa 011 nev uterial conatltute the 
aajOl" teatlna doae duJ.as tbe aeoOIJ4 ... ster (th11'Cl aD4 fourth aine-veek 
perlocla). After teats for .,...ba JIIU'pMes are begun, Ofte or tvo are alven 
each week. 
The eln•t• ia the letter JH4• ••1 fr. oae urkiag period to 
uother. Cbal't 1 ebon the ataDdu4s Wacldell uo for aradifta each period 
tuouah•t the 1e.,.. 
The peNeauae allott.t to h•eVDI'k 1a •plalned 1n the followf.na 
aaaer. If every uaJ.a-nt la tuned la oa tlae ucb clay, the atlil4ent 
l"eoelva the fuU 10 per oeat allotted to haHworkl INt 1t the atvdent 
ala ... tvrnlaa la hoa...,.k thi'M tlaea 4v1aa • pacUJ'I period, l\18 INcl• 
1a lovue4 •• lettv. Tbla J*"Htice altlo P"••• to be an incentive for 
MARKING 
PERIOD 
1-9 w .. u 
2·9 Weeks 
s-9 w .. k• 
ll•9 Veeka 
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CHART 1 
SHORTHAND GRADDIG STANDARDS BY WADDELL 
VOI'ds 
TN.aHrU.CS 
20.22 
18·19 
16-17 
11t•1S 
Dlctatl.oa* 
(F•Ular) 
80 VAJC 
70 
60 
50 
D:lotati•* 
(lift) 
70 WAM 
eo 
so 
so 
Dictation* 
(lift) 
90 VAM 
80 
70 
&0 
&0 
GRADE 
A 
B 
c 
D 
A 
B 
c 
D 
PERCENTAGES APPLIED TO FINAL GRADE 
llO\ rM41fta 
ItO\ traarlpt ion fraa tat 
10\ balework 
10\ brief' foru alki words 
70\ traneorlptloa (longb4n4) 
10\ 1\alework 
10\ brief foru ucl wor4a 
10\ r.UJ.aa rat• 
A 10\ tranacrlptioft (longhand) 
8 10\ boaework, reacUq ntes, 
C word teats 
D (90\ aocuracy) 
A 90\ traascrlJ)'tion (lonaban<l) 
It+ 10\ lwaework ud word tests 
B-
e 
D (90\ aoouraoy) 
*Based on the three beat 3-ainuta 41ctatlona witb 95\ accuracy. 
Zoubek1 CMrlea E., "GN41aa 1a lbanhud Speed DeYel.opHRt," 
Bu.la .. T._ber. vol. 17• Febi'UI'ft liiOt P• 21. 
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ZeuMk .... 14era til• prolt.ha of patlJ.aa ia the aeeoacl •••ter U.N 
iat•a1Ye aborthaad a,..S 4.v•lopaeat abwld "a1n• a. fHla that t•u 
abauld aoaaiat of cU.ctation of..,. utter \lDpP.viwed for t••• aiavt• 
ia tile •rly at .. • aftd fOf' fiYe aimat• ia th• later ataa•• Stud•t• 
ahtNld traucl'iH ia pcna a~ad iak. 
The ••l•t poaalbl• uterlal abelald M ued for t•tiltl pvpoaea. 
ZOW:Jak nu•ta tbat PNYI.ewttl DlcUtloa u4 ..,.....alva Dl.otatioll b• 
•• tw apae44e¥ala,..t .,...k, aacl tbat the tint two or thrM takes 
witbia _,. apM4 be rae"• ,.,. teat.laa parpoa•• 
lot.a))ek fJ.a4a tll&t & OM-t&Jce t•t 4oe&a 1t &lay& &lYe & VUe llldioa• 
t1oa of the abilitr of tit• aeat pl'eflei•t atw~•t• A .... taa. teat au&t 
aeoa•rUy M diotated at a apae4 well withia NDI• of ... t of the atliCI•t• 
ia tile olu&. He bel.iev• the ...... to be1 where tS.a ,..ita, a tbr&e-
take tat, .. , take ~Mtlaa 41atat• at a .....-1vely hiakv apeec.t. QNdu 
&N theft &l"t'iftd at ))y ...... iDI &peed u4 MOliNO)' •••• CllDt 2 1a the 
p..t.iaa &o&le he •• • tt ...... iat• t•t•• 
Ia pa&Nlt lot&Mk aaya, atwt•ta al:aouU aGt Ita tentd oftaa .. the 
0110a .. .., two veek& ia tu apHCI-4eYeJ.opa•t oovaa. He flada tut ••Y 
little ..... rule JI'OIJ'&U taU. plaoa J.a a pwiod of ~ tlum two waaka. 
1lfh&a atud•t• •• t&8te4 ott__., they -.t.f.a• udqo the 4J.aoovaaJ.aa 
uc1 ~fllaa .,..teaoa ot pua.laa a t•t at a a.lvn apHd •• weak aiMS 
faUJ.Da a test at the -• apaed tJaa ••t• 
llate 
Dictation 
60 
70 
80 
CHART 2 
GllADINC SCALE FOR IHOITHAHD IY ZOUIEK 
SbertbaDCl 1 
-
IMOI'Id se.eatv 
MOUNOJ s,-ec~ 
Error a GN4e Grade 
0·3 A c 
.... • c t-12 c e 
11-15 D c 
16+ r 
M A B 
s-t • I 10•ltt c I 
15-18 D a 
18+ r 
o-s A A 
5-1 B A 
11-1$ c A 
16-20 D A 
21+ r 
Final 
Grade 
• B-
e 
c-
r 
,._ 
I 
·-c 
r 
A 
A• 
B 
B-
r 
1. DJ.etate three takea, •• at 60, one at 701 and em• 
at 80. 
2. The atud.eat traaaoribea tM t•t at the higheat speed 
tbat be tbiaka he caa tNaacribe vlth S per oat of 
erNr or 1•• ( 15 .,.,.... oa tlht 60, 18 OR the 10, aftd 
20 - the 80). 
a. The atuc!eat'a lftd• w!U Jte •• avv-.• of apeed anci 
acovaoy MON8. 
17 
Qrubba, Robert L., "Teat ina and Gracling ia hginnlna ShOI'thal'ld.," 
Bwaineaa Ectuoatlcm Worlda vol. 41, lhw...,_.• 1960, PP• 25·27, 36. 
QI'\Jbba finda that 4viac the lut four veeka of the beginnina 
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abOI'thand aeaeater, it ia a aood idea to review syet•atically the GI'S 
Shortbaftd Muual SiaR;\1fi114. To belabtaft ifttvest in the NView, a self• 
appraieal tNt is prepa:Hd for ucll review unit ccmalatina of two parta1 
dictation of tbl"ee Hlected lettera fro. the reviewed leaacaa aftd dictation 
of 12 to 18 brief fol'al or coaaon pbra .. a. 
Tbe on .... late-at•&O letter ia tiNt, followed by the 50 and tiDally 
the .. o. Diotatllll the futeat take firat la viae because thoae vbo ve 
unable to gat tu fint dictation atiU have at least two aore opportuaitiea. 
Students are direotecl to tranaol'lbe only •• of the tbree tak•-tne faateat 
Ofte tay are able to get entirely. 
The pencU tNucription la 11&1'04 ad at"acied acoor4ina to the scale 
given 1a Chart 3. Tbia acale pu'llita n &1'1'01' ceil1aa of 5 per cut of 
the wor4a in the take, avaeata hiaher pa4• for the faster tak•• acalee 
the al'&dea ucordina to the eocuU'aey ot the tranaoript, and authol'iua a 
"no" gtta4• 1natea4 of an •r." 81"\lbH thiaka it wiae that st\14eata Mt be 
given failiaa tl&l"ka on tbue teata • A "Je" ia a1vea to 1Adioate that the 
atudeat did ut aet this partlolalar take, l'Nt does aot uo .... rily fail 
the COUI'He 
Tbe IIU'ked tnn8CI"ipta are studied to clat.,.ina the dictation ratu 
to be •ploy«! in the DMt testa. S.a st'tldaats ew&o..S at the 60 rata so 
a oa .... inute letter at 70 ia acWacl to the DMt t .. t ud ao oa. A8 800Q u 
SCIIa a'Wdata INCHed with tba 80 ad to ra~ea, a tvo-~~iouta take at SO aad 
one at 60 1a iMlwleci la tbe ••t t•t. Students traaacriba either of tbeM 
takea ancl the testa are evalwated accoN1ftl to tba padlas acsale. 
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CHART a 
SELF-APPRAISAL CHAIT FOR UAJDIQ TJWISCRIPI'S BY GRUBBS 
F!Joat Seaeater .. Laat Four W.elca 
TAlC£ £DOllS RATING 
l/90 0.2 A 
a-s B 
....... 
·-· 1/80 o-1 A 
2-- a 
s ...... Nee 
l/'70 0.1 B 
2• .. c 
....... None 
1/60 0 I 
1-1 c 
......... Mcme 
1/50 0.1 e 
2-3 D 
....... Mone 
1/40 0 c 
1•2 D 
a ...... None 
2/10 0.1 A 
2-a I 
...... e 
., ....... None 
2/50 0·1 B 
2-3 c 
... D 
........ None 
2/ltO 0.2 c 
..... D 
, ...... NODe 
- .... ~~---~ ------------ ~"~-~-~---. -~--. - --------~---------~----~-
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Gruba, Jto.bert L., "Tate n4 QN4 .. ia Seoobel s. .. atv Shortballd1 " 
lusia ... Eduutioa World. vol. 1tl1 Muoh, 1961, PP• lta-46. 
Grouba ooatiaued hie aerie• of utlolea on "PNacrlptioa for Effective 
Shortbaad. Teuh.bg," aad. offers a plaa for graclift& aecond .... ater ahortbaDd.. 
He pointe out tbat aoala, bealaa1ac1 J.nteNediate, aDd fiul, are •• 
i11pol't&at 1a aeooad ..... tar ahortbaad •• iD aay other pbaM of the ahorthand 
tra1a1na JJNIN11• The IMI"e •tabllaba•t of aoa1a vlll not entNI"a the pro-
P•• of aWcteata1 wt if the aoala are Naaouble aad if the atuclent f .. la 
be oaa attain thea1 tMy help appNGI.ably. 
The apeed goala and PI"'O~' ... pa4• ,_. the etudenta are deac:ribed at 
tbe .beainalag of the HOODd 8--ter nJ.cb 1a divided iato thrM iat .. vala 
of about five or aix weeka each fOI" padiftg purpoaea. Chart It contalu 
apeed goala1 ei'POI" lJ.aita, &Dd pi"'fp- INClU fOP the Mcond ._eater 
ahorthaad pi'OSN1Ie 
The apeed aoala aacl I per oat ..,... Uaita are baaed on 34lmate 
takes of new .... ttv 41otation. T....._iiNte taw.,.... ffNI'Id to be aore 
practical to uae tball loagv tak• -.. .. they yl.Ued pNOtically the 
-e naakiaaa •• loftaer oneaa ttte cel"relatioa ktwMD l41mat• tak .. and 
5 ... J.nute taha ia ae&rly perfect e fte tl"&uctrlpta fOP a .. iaute takaa are 
lua t!ae couualaa to urk, aDd the tt.e NYed ia eval\latiD& a luge 
naber oft~ 1• a .. ,.,. 0«1aicleratt.a. ot owi"M1 it 1• pua1ble to 
alve liON of the a..tmate tbaa ot tu lolla• tak• within the tiae Uaita 
of the period. 
It la auaeeted that the aoala ,_ each pa41na latwval " poatecl 
on thrM aeparate obarta ahowf.Aa the &OIIla fOP •eh pviod ot aix VMka 
aa abown ia Chart ... 
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CHAIT a. 
SPEED GOALS Alll D PROORESS GUDES FOR SECOND SEMESTER SHORTHAND BY GRUBBS 
Qoala Take ActouNey Llaita PrOCNH Grade 
3 I 10 0-1 ....... A 
7-12 • 18 Mane 
BEGtNJilWG a 1 70 o-s a 
e-u c 
12 None 
3 (t 10 o-Il c 
s-• D 
10 Noae 
a e 90 0·7 A 
a-la. a 
15 NODe 
INTERMEDIATE 3 @ 80 0.1 8 
7·12 c 
13 None 
a 1 10 o-s c 
1·11 D 
12 ••• 
a 1 100 0.7 A 
8-15 B 
11 HOlle 
FINAL a 1 to 0·7 B 
1-llt c 
lS Heme 
3 • 80 o-s c 
1-12 D 
13 None 
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Jrova, FNnc .. A. 1 aDd FMriou, Albwta J. 1 "A Suoo•atul U.lYeraity 
Shorthaad ,... ....... Buluaa Eduoatioa ,..._, vol. lla 1 Ootobe1 11591 PP• 
7•1.0, 
Althouah ..._.and rr ... icu offer a plara for a euoc-tul uD!vwaity 
,.....-, it caa be ••ily &Gapted for a llJab nhool prGIJ'•• 
ln the tint quarter, abol'thaat 'theoJiy J.a ocwen4& and in the first 
few claaa perioda, Meh atuclent r..caa a -tao• of the baaework l .. aoa fr• 
the textbook, Later be reada for OH•baU aiaute, aad .... tr.te ...SiD& 
rates are det .... lned for walutJ.oa ltaaed 011 Chart s. Anothel' ..... of 
eval\&atina the 8hd•t•• abilitJ to •tlacl aholrtbancl is to bave tHI tran• 
tJOI'lbe ia lonabaad tw five almat .. tn. -!aaed tu.ewwk !a the tatbook, 
GNtcl .. ue H.aecl OD tH UCU"MJ of tM "tNNUUUipt aad OR tbe total ftWI})er 
At the bea1•i• of tlae aecoa4 .... , ... , ..., ... tter dl.otation 1a 
1atroduoecl. rw aa "A" pa4e a ataclewt aut tNDMI"lbe 1a loaahancl, witb 
95 per cnt aooUNc:y, two S..inte tat.a 4l1otated at 10 vor4a a a1mate. 
Durlna tbia q81't411'1 brief fena an witt• ia ahol'tbud tr. dictation 
ucl tNnaoi"Declt Spe1U.118 teata ue aivea fr..,aeatly. 
lathe thiN quutel'1 apeed 1a 4 ... leped. Fiaal pdea are baaed 
• fiv...tmate tND80rlpta of llllpN¥1..,.. uw uterlalt I"Mdl.aaratu, 
apellina t•ta• eaapl.etlcm of oily wlttea ua.lc..,.ta, u4 atteacla••• 
In advaaoed. ahorthllllcl aa4 tNuoPlptlee, aailable t:Naecripta ue 
atNued, Mailability ef tNUcal'lpta ue jwlaed MCloNl'ftl to the 
followioa ataadal'daa aeater1aa, e.......t letter fONt typewitlaa ..._..,.. 
apeU1aa1 rulell of l.ettv witJ.aa, tNIIHI'lptiea aocuNoy, aa4 ·aaoeptaltle 
c.,._tlou. Eacah lettu 1a ••ked ,_,ect, ullable1 01' u ... ilal>le. 
A pa4le 011 lett• tNMOPlption J.a -lped - e1tb• two 01' ttw .. 
.. poalte ...... ratlaer tbaa a pa4e fu .. h tNuorlptioa p8Piocl bHed 
on the ataaluda set \lp J.a Chart s. 
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CHART 5 
SHORTHAND EVALUATION BY IROVN AND FRERICHS 
FiMl vactes are baM4 Oft PHClbll rat••· fi.,....lrnate traaaezoipts, spelling 
testa, brief fON traucriptloa t•t•1 c•pletion ot dally aas1amMata1 aad 
attendance. Stucial'ds 4HI 
1-Mbs. Book lf'ief , ... 
Reading Rat• TNnecrlptioa Spell ina Truea-iptlon 
Gracie WAM Total WOl'da IITOI'a Erzoora 
A 120 up 121 up 0 0 
B 100.U9 100.12 .. l 1 
c 80-99 80-99 2 2 
D 60-79 80-79 3 3 
New•Matter Dictatioa 
Final gp&elea ape INlMCl em N&d.lq Nt•1 fi...,.f.a\lte tNnacripts fl"ca cUota-
ticm of UDpNYlewed aew utvlal1 fiY..,.J.mlte tranaorlpta fPG~D the textbook1 
spelling, brief fOl-a teata1 e•pletioa of claily WPitte asaia1l114tllta1 and 
atteradaace. Stalldarda aNI 
5-JU.a. Book 5-Ml.mat• Jboiet For. 
Read!Dg Rat•• Traucriptloa New Matter Spelling Traucriptloo 
t;zoacle WAM Total Words TNaaoriptioa Errors EPzoors 
A 140 up 125 up 2 I GO WAM 0 0 
I 120-139 100•12 .. l I 60 WAM 1 
c lOO•ll9 ao-tt 2 I 50 WAM l 2 
D 80.99 &0·79 l I 50 WAM 3 
r 2 up It up 
CJWtT 5 (coot • ) 
Fiul paclea are baae4 OD fift41aute tNileorlpte of uapr..,iawed new material, 
raadiq Ntu, apelllng taata, ptUICtuatloa ucl nlea tuta, o•platicm of 
daily aaaiclllftta, aad attaact.anoe. ltaDCiuda aNt 
lea41ras Jtatu 5-Mia. New Matter SpellJ.Ba 
GNc!e VAK TNuorlptloa £1'1'01'8 
A 110 up 2I90VAM 0 
I lllO•llt 2 I 80 VAM 
c 120...131 2 I 70 VAK 1 
D 100...111 2 I 10 VAM 
r 2 lolp 
Mailable-Letter TPanaeriptlon 
Fbal .....S• are baMCI on fiY..,.iaute ti'"Uavlpta of new aate.-lal, lette 
trauoripta, apellifta1 t•t• on utvlal t.. the aeoNtary' a ••nual, 
ocapletioa of claU7 ••la••t• ud caataJ.de c:Uotatlon p.ractioe, rea41na 
ntea, aacl att-.clanoa. Stanctarcla ana 
Lett we 
Win. Hew .,.. Cent ot TNascrlptlon 
Grade Kattw Traaa. MallUU.I.ty Rate SpeUlag 
A 2 I UO WAM 110 .. , 25 up 0 
B 2 I 100 VAM UG-129 20•2 .. 
c 2 8 tO WAH 10.101 15-19 1 
D 2 @ 80 WAPI 71·88 10·11l 
F 2 Up 
*Mailable polata are allowed u tollowat Up to 125 worda•-one point, 12& to 
250 worc!a-two polata, 211 to 375••thMa polats, a1ld 376 to 100 vorda-tour 
points. VOI'da ia the iuide acldrua, the cloeS.ag lin .. , carbo» copy, and the 
eYe lope foP each letter aN iaoluc!ed la the w..S ownt. For a perfect 
letter the points aN doubleda ao polata aN given for uniUlilable ,.. lnc•-
plete letters. The percataga of ull.abllity 1a buad Clft 200 pap cent and 1a 
deterained by dlvidlns the total pointe eamed by the total poaalble •ail.able 
pointe. The traMv1pt1oe rata !noladu the wac-de tranecrlMd in an 1acaaplate 
letter that the atucleat cloea ROt bave d.M to c•plete. 
Hotf~~~m, Richard A., "Sbortbud COI"'l••" luailaeaa Education 
World • vol. ttl, March, 1961, P• 47. 
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KotfMDn clahsa tbat evaluation ia ou of the moat illportant and 
8011at!Jaea one of the 1108t difficult taaka be baa to parfona, if ha wants 
to be fair and objective, tt. tr1• to l"e4uca bia ayat• ot evaluation to 
a uthaatical table, tbua eliminatlna the abjectlva factor. 
Students check aU their work ia claaa. The papers can be a pot• 
checked Ol" all papeN checked latel" by the teacher. When the teacher is 
atraaaina apostrophes, he cllctatea lettara in wblcb they occur vltb ac:ae 
fl"aquenoy. St\ld.eta clMack the tNDMI"ipt8 for apec1f1c apostrophes. If 
a student faila to HPk arro••• the lattv autcaatically receives an F 
gNd.a. Hotfaann fiada that if a student knows what 1M! 1a ccmoantrad.na 
on and. why ba ta atreaalna particllla.r po1Dt•• aDd if ha raal.izaa that the 
penalty for "toraettina" ia an r • he aeHNJ.ly dou not ccaplai:A when be 
ia panaU.zect for canleaa proofreadllll• 
All work ia held by the atudeata tor a weak, or until a natuNl 
break oocura. Then the atudaat typee a budget page on which he liata 
the lattea, aeciaatt, or tnt aaterlal cevwecl alona with hia and• 
for each cma. (Incidently • by pa.U.aa tbla IN4a•t paa• o• appearance 
and acouNoy, the teacher ou colleot anotw pede for tO. book,) 
Chart 6 1a ua.t by Hoffu• aa a ..._.ina plaa and can be uaed 1D 
aonaactloa with alaoat any kind of aulpaaat in abortbaacl, typina, or 
traaacrlptlcm. Thta aN41na ayat• allowa for averaa1Da Yarioua types 
of aaaigJaOta. 
0 
l 
2 
3 
.. 
s 
6 
' • t 
10 
ll+ 
CHART 6 
QRADIHQ PLAJIS BY HOFFMAN 
Lon1 Scale 
Grll4e 
A 
A• 
I+ 
B 
•• C+ 
c 
C• 
D+ 
D 
D-
r 
BzToH Ql"a4e 
0 A 
1 • 2 e 
3 D 
.... r 
Poblta 
3 
2 
1 
0 
If eithw of theM aca.lea ill uH4 la tra•ariptioa, all 
VI"'O'8 .,.. ohMked--apelliaa, ptllft8tutioa1 woN •iaaicm, 
pei'4JNph tatl•tioa, eapitaliutioa-aaythiaa that la not 
ooi'I'Mt. It you are wo•Jdaa oa a apec!tic, ••n aa puM• 
tutioa, you caa •• either tile 10ft~ or the abort acala1 
however, 1f than u. only a few pol.Dta to be clleoW, 
the lq aoalAt ia of little valtae. 
EXAKPLEI Stud•t tl'UHI'ibea U lAtttara clurtaa t1la w .. k. 
1 latter A &Nd• (I ,. polata uoh) ,. poiata 
a lattva 1 aNcla (I a points eaoh) t poillta 
1 Httw e pad• (@ 2 po!ata ... h) 2 po1ata 
a l.ettan D pa4e <I 1 poiat eaob) 3 pointe 
a lettwa r crede <I o po!ata eacb) o pointe 
AU A.'s would have aifta tlM at\Jdet ,.,. polata& all a•a, 
aa polfttaa all c•a, 22 pol.aua .u. The St\lelent•a 11 
po!ata would quality h!a for • e.. ... ••• 
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Benaoa, Marie s •• "TMtlng and Gracllaa 1ft Sbortbaacl," The Jouraa1 
!!_ JSusiH8s EduCiltion, vol. 321 DeceabeJ.II, 1956, PP• 21·22. -
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laaon offers a teatina aad aracUna paaogra for aecon4 aemetrter 
shortbaftd. These testa aret (l) the Ml"'iaal•theory•apellilla t .. ta given 
every other weeki (2) a fiu1 teat of 100 wna on tbe aoat•otten ala• 
apelled vordsa (a) all the brlet tona twice& ud (ll) diotatioa • the a-s 
ainute ta~ beslnnina with llO .,,., wltb 95 per cent accuracy or better. 
Chart 1 1s u..S to pade tbue teats. 
The 100 liON a aost ~~"••ently aiaapel.lAMI aN duplioatecl 1 eaob 
atu4eat ia given a copy, ancl 011 a11 appointed day a t•t 1a alven on the 
entire list. The t•t ia GOUiltecl iato the final ara4e for tbe •••ter. 
Tbe bPief fOI"IIa aN dictatecl ud tNuerlbed iato loqhaad. The atud.eata 
receive two gma, one far ahol'thaad Htliaea aftd cme f• trauor1pta. 
The aveNge of the two teats cletumt ... the pade oa ..a teat. 
The aoat iaportant testa in the aeooacl -U'ter are the 3•5 ainute 
dictation teata atven Ol'lC8 a week& M4 tOVU"CC the oloH of the •••ter, 
two or thi"M teata U'e aiven per week. lloat of the teats are new, no 
previewiaa. However, leaaoa f•la tbat a JIII'&Ctked teat 1a of value 
every aov and then to slve tbe atu4eata conf!d•••· 
In gracUaa tM l•l altNte t•ts, ••- btJaba wltb a base of 40 WOJida 
a aimate fill' the tlrat p•U.~~t~ peW. Beoaue of tbe wlcle Nllfle of apeeda 
in a ainale clue• they cllab the lacWw 1a 20'a 1natud of lO'a up to 
100 •JDI after tbe 100, they ao in S'tepe ot tea. 
Jenaoa al.ao flDCla tbat oae of tbe !teat •1• to take care of b•ework 
1a to uae the .... aotebook t• the beMtloJok aDCl tbe cllotatlOA in olaaa. 
\fba the book is filled oa aoth aU•• lt la baaclecl in for credit and 
.uked acoonilla to a pn-arMase4 pMUa aobeae. 
CHART 1 
GIADINQ SECOND SEMESTER SHORTHAND BY BEJfSON 
------,.---------~-------~---~----- ~------------------
MOST FREQUENTLY M111P£LLED VOllDS BRIEF FOU TESTS 
100 Wettd Teat Fhtat Teat Secoft4 Teat 
Error a Grade El"ztora Gracie ErrOl" a GNde 
0 A 0 A 0 A 
1·2 I 1-2 B 1 B 
3-8 c , .. c 2 .... c 
t-10 D 1•10 D 5 D 
11 r 
DICTATION TESTS 
Flnt GNdina Period 
o takea at ,o ••••• r 
1 ,o ••••• o-
2 ,o ••••• o 
1 to ••••• c-
2 eo ••••• c 
1 ao ••••• a-
2 ao ••••• a 
1 100•••••A• 
2 1oo ••••• A 
ACCEPTABLE NOTEBOOKS 
MWIIber Gra4e 
10 A 
9 A-
8 B 
., a-
6 c 
s c-
.. D 
3 D-
F1aa1 Grading Period 
1 take at -o •••••• r 
2 ,o •••••• o-
1 &o •••••• o 
2 eo •••••• c-
1 ao •••••• c 
2 ao •••••• a-
1 1oo •••••• a 
2 10o •••••• A-
1 llO •••••• A 
WEIGHT OF CUMULATIVE SCORE 
(End of Tel"tt) 
2/10 
1/10 
1/10 
1/10 
1/10 
Theory, epelllnth 
urgbual teate 
100-werd apell1na 
II' 1ef fol"'l Teate 
Dlctatloa Teats 
Motebook-bcaewol'k 
and class dictation 
------~·-·------------ ... ---~·----~--··---......... ------~-- ------------------·--
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Zoubek, Charles E., "The Greca tten Le'tter,• Buainesa Teacher, 
vol. 21, May-June, 19511 PP• 2-1·2•a. 
As a final exaalaatiOD ia aeooad -•ter ahorthud 1 Zoubek 
•taauta a Ml"l• of three f1ve4imate cliotatioaa-one at 601 one at 
70, ad one at 80. tto prevtea ue alvea. Tbe lltuclent tranaoribu 
the OH at the hlah•t apeed u fM~ be ou aohieve with soae dear" 
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of accuncy. The final IJ'ade 1a bleed oa (a) the ahol"tband speed the 
atudeat Mel attained and (b) the &04NNCJ with wbloh he coul.cl trUHJ'ibe 
that apeed. 
The student uadeHtancla fr• tbe beaimd.ng et the ... eater the type 
of teat be wUl be Mpected to pan. Aleo, u the ••••tar proaruaea, 
the olau ia given aa ooouloul ·-pl.•" tiDal. .. taaticm 110 tut the 
at\ICI•t• kDow what to •pect. 
The tul• in Chart a are uecl to oal.otllate the atud•t'a P'acle. 
These aoal .. reward the accurate atud .. t--tbe fewer the errore, the 
blah• the aecUNOy MON. But UCIU'&ey 1a aot eno.aab-ahol"tbancl wrhiaa 
speed ia al .. -•thins Zoubek waata to teat. He doea this by aivina a 
bomaa to tbue tdao traraMI'lbe the htper apeeda. To aet the atucleat 1 s 
f1M1 arade, be a44a hie acovacy peNeataa• aD4 bia boftua and then 
div14u by two to U'l'ive at bla patie. 
For --ple, Stvd•t A cbootJu the 60-woN tut, on vbloh be II&Cie 
S eri'OJ'a. The 60.W01'4 tahle abova tl:wt hia aoounoy pvcentaa• ia 90. 
Hla bomaa ia 70. Hia flail aNd• 1a obtaiaed by aclfliag the two ecorea 
and dividing tbla total aoore by 2. (tO + 70 • 160 • 2 • 80) 
CHART 8 
GRADING SCALE FOR FINAL EXAMlNAnON Ill SHORTHAND BY ZOUBEK 
80 WORDS A MINUTE 
Errore Accuracy Percentage 
0•5 100 
6·10 90 
U-15 80 
16-20 70 
21+ Failing 
70 WORDS A MINUTE 
o-s 100 
6·10 90 
11-lS 80 
16-18 70 
19+ Failing 
60 WORDS A MINUTE 
o-• 100 
s-a 90 
9·12 80 
13-15 70 
16+ Failing 
BONUS TABLE 
Tut Speed Percentage 
60 70 
70 85 
80 100 
Dictation of three five-aiaute teata--oae at 60 1 one at 70, and one 
at 80. 
Stud.eta will b4t given 30 to llO almatea to tnucribe in 101\ghand. 
The atvdeta will 1'ttCe1ve a bomaa for tNnscr.l.bing the highest speed 
dictated 1 a -ller bonus fof' tnaaor1bin1 the middle speed; and no 
bonus for traaacribing tbe slowest apeed. 
Each student's final &red• will be an average of his accuracy 
percentage ud biB speed bonua. 
ao 
BNSslw, Gewa• D., "Tilled Tl"aaearlption fOP Mallaale Lettva," 
!!!!, klaaoe Sheet, vol. ttl, Oetohv1 11111 P• 67-68. 
Chart 9 VOI'ka --•••fully tor Br•sw, aRt! tbia ayat• wbea 
used in conjuaot1on with v•bat!a tl'aUOI"iption &ad speed lluilding 
pnctioe, aiv.a the atucleat a weU-.ouaded lMI'l'lin& aperieoe. 
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Two or tbi"M tlllea a ""k• IN8a1el" cliota'taa foar or five le'ttel'a 
at • speed aU ••IMH of 'the clus oaa take. Stuc.inu tzoaacr!be aa 
•ny le'tten •• ia poulble witbia 30 alRUt•• Aa they 0011plete each 
lettv 1 they place their lettel'a face v.p oa tbe .tae of their d•k• 
i.adicatJ.Da that they are oc.plet..t. BPuale aovea arovad tbe zoo• an4 
checks the lettva for aa1labil1ty. If t'be letter is uUal»le, be auks 
a plua alp ca ita it •-ilable, be aarka a auo at tb4t top after 
clrclJ.aa tbe part of tbe letter that ukes it .... tlable. 
Each student staples bia lett•• toaetller, aacl oD the top of the 
fira't letter recorcla thHe fiprea-tbe aet speed per aimate, 'the total 
a\Dhr of lett_.. ocapl.eted 1 as the naber of mailable letters. The 
numbers at 'the top of the student•• .. , of papers looks so.etbina like 
'thia1 22·5...tt wtal.eb iadicat• 'that tbe swelot tNDIMU'il>ed &t 22 worda a 
ainute, OOIIpleted 5 letters, and ta.d ft .. tlal>le letters. Tb•e fiaurea 
are tbea reoorcled oa a chart aDCl aveNpcl at the ell4 of 'the gndina 
period. <tli"M• ve aufaaecl aocmbaa to the gr114laa scale 1n Chan t. 
Tbia syat• peNita the teaow 'to cheok a areater •ouat ot tbe 
atlldent•a work, to return tbia WOI"k to the etu4nt .t.edlately, and to 
41aovaa any OOI"'"eotlou with the atw.tet. The teacher la able to oorrect 
a areatv voluae of work ad could, tta•etoroe• keep a closer cbeok oa the 
poogNaa be:!na aacte by the clua. 
CHART 9 
GlADINQ SCALE FOR MAILABLE LETTERS BY BRESSLER 
Tranaoripticm Percatage of 
w .. k Speed Gracie Mailability Grade 
l9tb•2 .. th 20 WPM A 80\ A 
17•19 WPM B 70-79\ B 
1,._16 WPM c 60-69\ c 
11·13 WPM D S0-59\ D 
25th-30th 23 WPM A 90\ A 
20·22 WPM I 80.89\ B 
17•19 WPM c 70-79\ c 
1•·16 WPM D 60·69\ D 
3lat•36th 25 WPM A 100\ A 
22·2• WPM I 90·99\ B 
19·21 WPM c 80-89\ c 
16-18 WPM J) 70-79\ D 
Four or five letters are dictated at a apeecl all .eabera of the claaa 
can take. Tfteae lettera aboul.d. vary 1a lnatb to give experience in 
proper letter plac ... at. Pre•traaacription inatructiona !Deludes 
1. Tnnscrll>e aa MDY letters u poaaibl•• bitabming with the first and 
tranacl"ibins th• in the Ol"der in which tMy were dictated. Thirty 
minutes are allowed to complete the transcription. 
2. Make two carbon copies of each letter. 
3. The transcripts are to be mailable. 
... Dictionari .. aa4 other reference books may be used while transcribing. 
leaaon, Mal"le S. t "TI"U'lMI"iptlon Can 8e Fun," 1\\aia•a Education 
FoNa1 901. 121 Ootobv1 19$71 W• 11-18, 
a ••• "-. point .,..t_ to ...... lettea in tl'aDMI'lptJ.cm, with 
ODe poiat ott tw .. cb U'I'OI'. Tbe aoouNGJ aacl apeed requ!l'e•t• ••• 
advaaced JII'OII"••ively. FOI' the fll'at few weelca, IS pv cat acoUNcy 
ill Pefl'liHciJ tbe 97 ,.. ceata fiM.Uy1 100 per cetrt. The firat lettva 
are dictated at 10 aDd eo, thea at 80 aacl 1001 fluUy at 100 ucl 120, 
As tu aocvaoy lsaor .... the pi'OMIIve J.s reputed 1 beahmlaa aaaia 
with 60 aacl eo. Thia pl.aa taka cue of 1Hlv.Wul 4lffveaces ot 
atwteata. They tPy to wlte the htper apNda whee poaa!ble beeauae 
it alvea th• aore polata. 
All the WOI'k pi'CIOee481 the atudeata aH ll"acled OD poiata &a well 
•• on the apeed of tNB.orlptloa. Tiley ••elva CHC11t fol" all ut81"1al 
traDHI'lbed. Twnty atl'a WOI"da an alvea t. the 4a.te llae ad addr••a 
10 IIOI'e tor the o•p1ay -.. the 1altlala1 the acl.oevu, aDd poet• 
Hl'lptaa 10 fOI' eaeh ctaPbcmJ aad 10 fer eaoh 411Wel.ope. It la expected 
tbat all a'tlldata ahoul4 attala at leaat • averqe epeecl of ten w.-da 
a almate oa tbebo tGtal lett• v•k• 
leoaue 'the ......... of ,_a!J»1e poiata 41ftvs couldvably fl"• 
Y•~" to ,..,., BeaaOD'a plan fOI' ar•H• la 51 201 so, 201 aDd 5 I*' cent 
tar A1 81 c, D, aad F ••peotlve1y. 
The point ayst• and •• Mtivatlac devloe uiiOII by hMOD 1a found 
la Cbart 10. Vben ..S for paU.aa lacllvld.ul lett•••• it 1a Naed • 
95 pel" cent aocUNOy for a paulna IIU'k• The aotivatlae device la a 
cbaUeaae to tbe atwlenta to ... hov ~NGb tbef oan e .... 
CHART 10 
POINT SYSTEM FOR GRADING LETTERS lH TRANSCRIPTION BY BENSON 
Pointe by 
Dictation Ratee 
60 
Wol'da 
80 
Word a 
*Poiata for effort 
0 
1 
2 
3 
.. 
0 
1 
2·3 
.. 
s 
A 
I 
c 
D 
r 
A 
B 
c 
D 
F 
60 
It 
3 
2 
1 
0 
.. 
3 
2 
1 
0 
80 100 
5 6 
.. 5 
3 .. 
2 3 
1* 1 01' 2* 
5 6 
It s 
3 ... 
2 3 
1* 1 01' 2* 
ror loager lettera the fol1ow1ac ....... erPOPa are allowed• 
5 
6 
MOTIVATIMQ DEVICE 
7 
8 
10 cents for each letter without aa erasure, good fora, etc. 
9 centa for uch letter with 1 e...-N aeatly dene, goecl foN 1 etc. 
5 cute for eaob letter with 3 eNnru 01" aore, neatly clou, etc. 
-10 ccnta for .. oh letter with any error aet detected in proofreading, 
apelliDS, ayl.labice.tiea, iaportut pmowation, etc. 
5 cute for each letter atarte4 but Ht fiaished when t!H called 
5 cnta for> each eavelope adclreaaed COI'NCtly ud in gOGCJ fon 
5 centa for each carbon 
.s centa for eacb eJWelope poorly .Uruaed, (too high or too low) 
or with 110M than 1 eraMU"8 
BONUS FOR ACCURACY 
2& centa for each letter written vithcNt uy eruuN, aoocl fora, 
ao 81'1'01" oa firat attupt only. Tbia la in addition to above. 
SO centa for 2 letters in aucc•aion (u iACUcated above) 
$1. oo fer 3 letteN in aucoeaaten ( •• indicated above) 
$2.00 for ,.. lett en or aoN ( aa iadicated abo¥•) 
81aok1 J•• a., "PNotloe ,... ..... ad Stuclal'da for SHrtbaDd,• 
lua.t.a ... Eduaatf.oa roru, YOl. 10, ,.._.,, 1111, P• 21. 
as 
In a att•pt to Mt pala aDCI a't811ducla for a'ttldeta to achle" for 
pacU.aa pvpoaea, ll.Mk a4 the h~t ot Bula•• Q!uoatioa aDd. Office 
M&naa .... t at lrf.ahaa Youq UrdftNity ott• the foUovU. pUepoata. 
uata--ta, teata, ad aNCllaa are the till'• ueaa 1a which anater 
ua1t .. 1ty 1a NOCaaea4.t. To ._pliall tbJ.a, It .I.e pi"'poaecl tbat 
-J.aueot• 1Ha atatect tat .... of tS.. Ntw thea 1a to • ..-. of paaes 
c•pleted. A aiata• ot ou tao. claUy pNOtloe la dea1pated1 aDd tbue 
•••ia--ta aN collected ud HOOJded ~,tile 1Davuotor. It 1• propoaed 
tbat ott1oHl. teatJ.aa IMt oODducted at a t!M oataJ.de the a-4lplu clue 
,..w. Tile teat at 10 lAM ta at._ • T•u4ay1801'1l1D&I eo WM, Wedaaday 
aoniDaa 100 VM, Tth~Nday IIOI'Il1naa ad the 120 VAN teat, r.Uay ... au.. 
•-.a•t• ftlf' J1U111u1oa to take a t•t ue NMlYecl tr. atlafluta Mob 
r.Uay P"Y'- to tt. wek ot tbe -.t. Olaly oae teat 1a at.- ucla 
IICI'aial• 
IN4• fw tiM 4'&Ut• .-... .. AN alae Heed aa atteada••• aaalaa• 
MDta, 'ftla&lNlal'ft aad wlef fora tM'ta ud S.pr.,._..t. Siaee aU tbeM 
it•• ue Hfleotad 1a the ottlo!al teeta, the pue is bnecl pl"iaarlly 
oa ape.t and accn&Noy • wUeae.a by the teata u4 •• ahowD by tM .U. 
1D Cbut 11. 
ClWlT 11 
PIACTICI PIOCIJUIES AID STADAUI rot IHOitTIWfD IY BLACK 
10 VAJI 
20 Wl'ON 
100 VAJJ 
25 e.-..a 
I UADE 
10 VAll 
1s ...... 
80 VAll 
20...-. 
e DAlE 
10 WAH 
ao..,... 
at WAM 
... ....... 
60 WAll 
11 ....... 
A atud•t .. , ••plate a t•ta to •tabUah hla pade • the aoale. 
36 
aow., JohnL., "The Art of Qr>.Slraa,• ••!aua &d•ce.t1oD Woru. 
vol. lt01 Fttb...,.y1 lt601 PP• 11-33, 
37 
"1M Art of ltwU.oa• la an att•pt to establish a uaJ.fon aracU.na 
ataDCiud la the ahol'tbud ,..,.... It ia 4ltf1o\llt to do thla beea\l&e 
of tbe VU"iatlona 1a l•atb of olaaa pePWa1 GUI'Piftla atnoture, 
pbyalal faoU1t1ea 1 siMI ta.evorJc pollciu. Alao1 clepll"tiMDt h..Sa alt4 
abortbaad t._b_.. cliffw ia theb opia!aa DeNt eCNNe ooatent altd 
•pbuia. The atandai'Cia fw aNclf.ac pNMilt.S 1a thb arUele, although 
apeo1f1e1 .. ,.... .. , a point of viw. A peat MllJ Gol"thaad teaobwa 
fro. aU ••tloaa of the oouauy ual8t411l .._ 1a cl ... lopba these 
ataada.Na vhleh .,..e baaed oa the toUowJ.aa ooaditioDaa 
1. nat the aJMt.ptbucl ,..... be tw , .... 1a lttR~th, 
2. That thrM -•te" of the JIII"CCIINa be de¥otecl pl'.iavUy to the 
develo,..at of I:Nut1o aU.tbaiKl 41ctatioa aklll, the fourth WCNlA atr-
f..al tN-riptJ.oa tra1Jd.aa1 
a. Tbat tJM pJauy aia 1a aU a"-ttau4 teaobiaa lte ultJII&tely 
the Milal»le tMDaol'ipt1 
"• That typewitlRa tao111d.• 1M uallable t• the pntNDaviption 
aDCI tNuuJ.ptloa phu• of the pi"OINa• 
Staad&Ns giftn 1a Cbut 12 for ... h of the fwr a.-tepa ve fOP 
A1 a, a4 e aa-M• al.Ja ,....tf.o• MI•~U• atala• paaa1ng atallllucla 
vuied ao MOb tbat thia p)laae ia pvponly •itted by lowe. Tuoh_.. 
aay ,.....,. the ncuaeaclecl a'tallda.Na to .tjvat to their OV'Il acO.l 
aituatlou. 
38 
CHART 12 
STANDAJtDS FOR GRADIIG FOUR SEMESTDS OF SHORTHAHD BY ROWE 
Firat S•utv 
Th!O!J: !INd• !trade £. gade 
( l) Collplete theory tut tO per cut 85 per cent 80 per cent 
8COIINOJ accuracy accuracy 
( 2) All brief ,._ die• 100 per eeat 98 per c•t 95 per cot 
tated aDd traaecribed HClll'My accuracy accuracy 
~lac Skill 
(1) Two 11imttn on prao- 120 VAll 100 WAH 90 WAM 
ticed Mtvial (2 eft'ON) (2 errore) (2 errors) 
( 2) Two lllirNtea oa new 100 WAM 80 WAH 70 WAM 
uterlal (3 VI'ON) (3 erron) ( 3 errora ) 
(3) Readina all brief for.s. 80 per 70 per 60 pel' 
Multiple traascPiptioa of .taut• •inute •inute 
b~tief forM NC!Uirecl (ao 81'1'0N) (3 8ITOI'S) (5 errora) 
(It) Two ainut• on copied 100 VAM 90 WAH 80 WAH 
hoiHtVCN'k (2 erHH) (3 vron) (5 errore) 
Dlctatioa Skill 
(1) 60 WAN 4.1ctatioa1 GHg 5 aiat• 3 mbut• 3 minutn 
lulea for accuracy in aew Mtter new .attar practiced 
traucription utter 
or ... or 
(2) 80 WAH dictatioa. ~ a aiautea 3 ainutea 
Jltula for HCUNOY ia aew Mtter practiced 
tranacription utter 
Pretranacri2tioa 
(1) Longhall<l tNUViption 21 WAM 20 WAM 15 WAH 
3 errore 18 Eaa1iah DO ahortbaacl 2 ahorthaDd 3 ahol'thand 
uaaa• al1owe4 tNUCI'.lpt.loa tNaacripticm transcription 
ei"'"'ra ei'I"'O'S 81'1'01'8 
CHART 12 (cont. ) •• 
---·--·-----.. ----- ------ ---- .... ---~- ---~------------~---- ... ·---~-------~-··------.--
Seeeac:l .... , .... 
nea !I!!!! !£!!• 5. ec&• 
( 1) C.pl.e'te the•y tat to,.. oeat 90 per oeat 90 pv ceat 
...... ,. aoO\INOy aClCNNCJy 
(2) All •t.t fcmu tiic- 100,.. oeat 100 per out to pel' oeat 
tated aat tNIIIIOr!Md ...... 'I ....... , ........ , 
.... J.slk1U 
(1) Two a.S..tH • new 120- 100 - 90 ... 
aat•ial. (M _.._..) (ao ei'I'OI'a) (taO ei'I'WS) 
( 2) Two almat• Oil MV 110 - 120 - 100 -
ut•lal (I .._.a) (I ewON) (3 ....... , 
(I) a.-1111 all brief fONa 100 pel' 80 pel' &0 per 
aultlple tMaaolptioa ..... a Saute airute 
Nep~lNd (ao...,.a) (ao V'I"OI'a) (aoG"'"'''a) 
(,.) Two ai•t• en copied 100- 100 ... tova 
tt.c.evvk c ...... (I ei"''CWa) (2 elTON) 
Dlotatloa Slclll 
(1) Mev utt• 41otatloa 
··-
..... 10 ... 
INa bl• ,..,. lalwcu a almtt•• a almatea 
aocvaoy la tNIIIlU'lp'tioa 
(2) Dlctatloa 100 - IOwa ..... QNa Nlu fe a af.alt•• lalut• a alaut• 
aGCnll'tiOJ la traaaorlptloa ......... aew .. ttv praod.ced. 
PretN ... lltl!,e 
(1) TNue•~lDI ,._ t•U.!u> .. ,. typJ.aa 2/3 typlaa 1/2 typlac 
plat• (atralabt OopJ') .... Nte ...... 
Illtenatloaal Jtulea lallllte• a alautea lallllt• 
(2) TNDIIOJtSl»J.aa ,,.. ooplett 211 tJP.taa 1/2 typl .. 112 tJPlaa 
-.v•kaotea Nte Nte rat• 
1Dtenat1oullulea •• , .. t .. I a.blutea I a.S.aatea 
(I) TNMOI'lbllll f.- pNO• 1/2 't1Plaa 1/2 typba l/2 'tfPlltl 
tJ.o .. •tt• 4lotat1oa Nte ... ,. nte 
( a'tftlalrt •• , ) 
··-
&Ova eo .. 
IatenatloMlltulea a almlt• I almttea 3 aimate1 
ItO 
- ---,.,. ... --~-..--- ....... -- .. - ..... ·--·-- ··------·- .,..... _________ _,__- ~ ""- ~¥ ~ ,_ ____ ~ -~- ·---~~ ____ ..,_- .... --~ .... ------ ---- •• --~- ·-· -------
Thbd ... etu 
'l'heoztt !£!!! !.V!!~ 5. £!!• 
(1) C.plete tbeoi'J tut 10 ,. •• t to per oeat 90 per cent 
( 2) All brief ,.,.. d ktatecl lOOperc•t 100 per o•t 100 per cent 
aad~!Md ....... , ...... , aoouracy 
~- DW. 
( 1) Two aimrt• ...... 150 - 120 - 100 ... 
•t•lal (ao ...... , ( H eft'Ol'l) <•• .... , 
(2) Two •l•t•- .... 150 .. 120 -
MtePJ.al (I.,....,..) (I elTON) 
<a> .... las au l>Pf.et ,_... 100,... 100,.. 80 ,.. 
aultlple _...._lptla •l•t• abaate almate 
...-lNII ( ....... , ( ...... , (ao ..-.) 
(It) Two •l•t• • oepltd 120- 100 .. 100 ... 
h .. VOJlk (ao .. _.) (ao ..,._..) (2 ...... , 
DleUt.S.O. 1~1!1 
(1) •• uttw cUctatloa 100 .... 100- ao ... 
INa .. 1 .. , ......... , latadu a atat• a alwt• 
.. 
-
.. .. 
(2) JS.otatloa 120- 80 ... 100 ... 
....... ~, .......... , .... u .. .. .. •"•• pN4tlced 
S.tt tJUMPlptloa a •l•t• 5 •l•t• a •l•t• 
PMtf'!!!!£ll!~ft 
(1) TN-•lbl .. f.Na p1atM "II tJ'Plaa .. ,5 t»laa 211 typ!aa 
(ltNqllt Oopf) nte Hte Nte 
lat .... tJ.eaal blea ..... t ... lal f'•lllo f•Ulu 
lalw.at• Mtel'lal. .. terlal 
(2) Copied ........ k •t• ,,. t, ... 2/1 'typl. 1/2 tJPlftl 
lalaut• ....... rat• Mte 
<a> TNMelblaa t•• 2/J trPbt 1/2 typllll 1/2 typlaa 
pNetloe4 •t•f.al Nte .... 
"" dlctat.loa a't 80 - a alRt• a almat• a •l•t• 
(f4) TI'8HI'lbiat ,._ 1/2 t,l .. 112 tnlaa 1/2 tJplq 
•• aatvtal rata Nte rat• 
a •l•t• 
··- ··-
eo ... 
CHAIT U (ooot.) 
--------- -~~ ... ~-·--·-~ .... -·-- ·~ -- . -
'"'!!!% ! .,.. !£!!• 
(1) MalateaaMa ot Thll'd ._..,_. .. -.u--ta 
ltu41• .aw 
(1) Two •twt• .... ., 171 .. 150- 120 .. 
MtR.lal (Do.,....a) (DORI'OPII) (DO ...... a) 
( 2) ,_ allllrt• .... ., 200- 171wara 150 .. 
•twial (3 ..... , (I awon) u ...... , 
<a> l!taadtoa .ul lll-let , .... 100,.. 100 ,... 100 pal" 
.u1tiple ~lptloa a!aata .... ,. alate 
... lnl , ........ , (aeei'Nra) c ........ , 
(') Two a!at• • copied 110- 120- 100 -
"-avork (DO an•a) (aoUI"era) (ao ••••> 
IJ.otat!OD Skill 
(1) Ma1at ... ace ot a1141otat1n Ntu t• 1'1\11'4 .... •t•• 
TN-•1!'1• 
(1) MaUablAI Lettua 100 80 70 
TNa-.1p!ioa Letter JHaJr4owa t• r ... sb .._.t•• 
Fil-et I ••• Jo. ot WOII'Cle 
- --· 
SHrt letteN ,, ........ 21 20 18 
.... l4rtt .... 100·110 5 .. 3 
Loaa lettva 110•200 a 2 1 
,.,..,... lett .. 200- ..,. .. 2 1 1 
..... 6 ..... 
-
SlaoPt 1ett•• 11 12 12 
... ,.lett .... 8 7 6 
Loaa letten s .. a 
,__,... lett••• a a 2 
ThiN .... 
-
Sh•t lett .. 10 • 5 
... ,.lett .... 12 
' 
9 
Lna letten , 1 6 I 
Tvo-JMI&• lettan I .. .. 
Huu.t.oker, Muioa1 "How ShotWl We tnde OUr S~tbilftd StucleDta?" 
Bual'QUa fAQUtloa VGII'l41 Yol• 311 S.pt-.r1 lHO, pp. -.o.-2. 
Jhauioker'• prolury aoal .ta tiNt .......... ahorthucl 1a to develop 
the a1d.ll of takl• aad transorlblaa cUotaticm for a civation of tbl"ee 
aimatu, with .,_ala oa aOCNNCJ• The aatvial ua.S la lNtatd ,.-!turlly 
-brief,.... The aeoonc:lal'y seal 1a to be able to pus. theory t•t 
and a brief r .. t•t • eaoh ..ta up ot 100 vorcla. 
Tbeery t.rta e~ouiatlftl of tlfty veNa ue aJ.vn at the ocaplaticm 
of ... b obaptu. The ohaptel' testa ee Ml.le¥ecl to MI'Va •• aa iavat•y 
t• the tauh• to J.Ddioata whee the atuclaata aaad aora ualatanca ad 
alao u a aauua of the rata of lad1vtdu1 proa•••• 
Durlaa tba • ..- a..atar, the •'•lty of JUna.f.oker'a atudanta 
taka the ottkJ.al 10 WM teat with ••JIIINtlva aua, aad tbe aupeio• 
at\ldata pus the 10 VAM t•t. 
In tba tblN ad fCIRII'th •••t•, tu ll'tl.l4•t'a Ilia la to tNUOl"ibe 
••1 Mllabl• lettaN ad to J.llpNYa tile rate of tald.aa dlotatloa. The 
'tNilael'lpt ot ..ob flv ... tauta taka J.a ..-..s oa the baala of aoCNNcy. 
Fw a atudat to .-..eJ.ve a flMl fi&N4• at uy laval, he ••t pan at 
least thNa t•t• at that lAval. TM R&la uHd fw aN41aa cluJ.aa the 
tov .... , ... •e fw.S 1D Cbal"t 11. 
CHART 13 
SCALI FOlt QllADllfG FOUl SEMESTERS OF SHORTWD BY HUNSIClCER 
Thr .. ·Minute Dietation Teat (80 WAM) 
A 
B 
e 
D 
1·5 erron allowed 
1-12 
1S.25 
26-35 
Cbapter TeS't (50 Vorcla) 
A 
B 
c 
D 
0-3 errors allowed 
4-6 
6-8 
1•10 
11Mtory r .. t Brief FOI'II Teat 
(100 WoNa) (100 Worda) 
A 100-95 A 100 
B 94-90 B 98·17 
c 89-85 e 96-90 
D ..... ,, D 89·85 
Qrade Dlotation Speed Errore Allowed 
A 80 8 
100 12 
8 80 U 
100 17 
c 60 9 
80 20 
D 60 15 
80 23 
Brief Fora Teat (100 Worda) 
A 
8 
c 
D 
100-91 
98-97 
98-85 
84-78 
TheCIIPy T•t (100 Worda) 
A 
B 
e 
D 
100-95 
14-86 
85·70 
69-56 
Five-Minute Dictation Teat 
Maher Dictation Eri"OJ'B 
Neecled Speed Allowed 
A 1 80 20 
5 60 15 
I 5 80 lS 
c 1 60 15 
Fotl!'th Seaeater 
Dietat ian Speed Errora Allowed 
90 s 
100 10 
80 5 
90 10 
100 15 
60 7 
80 10 
100 20 
60 12 
80 15 
----·----------. ........ - .. ~ -------·--·----.-~- -----------~----~ -----~~-~ ---~--._. _____ ~·---·--~---·-·-------
Dv1Da tta• proc•• of the cleftl.opaeat of thla aN41aa p.laa, the 
.,....... ,.. fOIWilatecl u4 ad1uated bJ Nth t-.ober aftd papll. Objeot1Yea 
were •tabU.hecl tbnaaah p~pll plll'tJ.o1pat1oa, Therefor•• !a the flul 
aaal.yaia, lt ,.. fCM&IId ttlat the pe4• plaoed oa teat utulal u well u 
tlaon that wet OD report ouda WH aooepted without any o•plalata beoauH 
tu pu,U. bad'* a part ta tu plu•laa· 
!be evalutloa, u aet \lp lay tile 'teactlael'-pupll partlo1pat1oa1 appeua 
!a Cbart lat. Tile flnt o-..t .-. tbat dvJ.Da tile tint .__k padlaa 
,_.w, t:we letten _.. cUotated • aub teat day, both two almlt• ia 
J.eaathl •• 41ctat:e4 at 60 wo:Na a aiata _. tbe otbv at 80 WOI'da a 
ahtlt•• Tlla ....... _.,. of _..._.. oa ..U cllotatJ.oa, aaoH1111 to tlle 
I ,_ oat ..,... Htllo41 1a I ad I napactlnlJ• 
If tba at\llll•t ......,.1M• tlae ._...f.INte later 41otatecl at 80 tlfOI4a 
a •11Nt•• h!a pad• J.e cletftlllMd bJ tile .... e1 _... . oonalae;t !a tbe 
u.-rlpt. z... to It .....,,... M'tea u A, I to 8 UI'OI'a rat• a 1, aa4 I 
..... • cwv Ntea • r. Baolt of tbe olaarta .-,. ..... the -• patten 
u '\lat cl_.•.l.bed, 
"'lledae MlleYH tat thta pa4J.as plaa .etlvat• tH atv.4•t• to 
att•pt tnuorlptt.D of the bJ.aU. .,.... •.lcab 1a tvll ......,.. t"- t• 
tbeJ.r ---· .. tiM ............. -. a. l.eDftll ., tlae t•t •t•lal 
aacl the nte of dletatJ.oa both ~.aveue. De futv 4J.etatio• ... tt tbe 
hlahw IN4• u4 ... aoale4 aoo••U"' to the arMlaa ,..w aDd the -• 
of.,, .... 
1·6 Weeka 
1-6 w .. k• 
CHAIT FOR DETDHIWIJIG GRADEl IN SHORTHAND IY QULL£DQE 
8G-Worcl 
(2 ala.) 
A 
B 
F 
80-Vord 
(3 •~D.) 
0-6 A 
1-12 a 
13+ , 
0.20 A 
21+ F 
100•WoN 
(2 Ida.) 
1-- A 
5-10 I 
11+ F 
I 
e 
D , 
18-Vorcl 
(5 ala.) 
o-a A 
t-11 B 
16+ r 
IO.VOI'd 
(I ala.) 
o-Il A 
5-12 I 
13+ , 
80 Wfni'd 
(2 ala.) 
o-a B 
...... c 
, ... D 
I+ F 
60•Wol"d 
(3 a1a.) 
0.3 ,._, 
7·9 
16+ 
I 
e 
D 
r 
IO.Wol'd 
(5 mia.) 
o-s a 
6-1o e 
11•15 D 
11+ , 
2-& W..ka 
0-8 A 
9·15 a 
1&+ r 
0•25 A 
2&+ r 
0•11 A 
19+ r 
120.VoN 
(S ala.) 
o-ao A 
31+ r 
o-ao A 
11+ r 
CHAIT lit (CCiftt.) 
IO•Vord 
(5 aia.) 
0·10 A 
U•20 B 
21+ r 
100.VoN 
(I ala.) 
0.1 a 
1-10 e 
11•11 D 
11+ r 
120.Word 
(a ala.) 
.... A 
10.11 • 11+ r 
11o-wm 
(I ala.) 
0·18 I 
19+ r 
o-11 a 
s-a c 
1•12 D 
13+ F 
ao-vord 
(3 ala.) 
0•1 B 
8·111 c 
11•20 D 
21+ r 
100..Woi'Cl 
(5 aira.) 
0.13 A 
ltt-25 I 
26+ r 
100..Word 
(5 ala.) 
o-9 a 
10-18 c 
11-25 I) 
2&+ F 
•-~• .. _, ____ •• -•- • --• .., __ ,_._ .-- .....,.---~-- w--- -~- ---- •--- -~------• -••W ~M ____ .,. ________ ~------
falt1tf1D, Mary ClalH, "The T-lllaa of Tra .... lption,• lwlba•• 
lclucatloll ,.,._, .,.1. 12t Oo:toMit, 107, PP• U•ll. 
rov ....eateN of •"-tMD4 ... u.allt at tile Ualvua1ty ot AlaNa& 
u4 an 1MW.t la the that two ,.... of the atwt•t'• ,....,._. 
CNI'rlou.lua. ltalldaNa haY• lMtea •tdU.Mcl to J.Dave ... 4ep• of 
11DlfON1ty ia t...aailla prooeduea, tenS.•• aad aNdiaa. 
Ia tile fll"ttt .... tv t.Utla n,.-ta that tw Yooabulai'J teata aacl 
tea five .. lllttt• t•t• •• •• ute~~!al aN a1Ya for 4...,.1a1Da tbe fiul 
INd•• The atwl•nt baa te pau ,-.. 'tNIUiczt1pt1oa tuta to a•t oreclit 
fOP the ooune HpNl ... of tu plllla 11114• ea Y00&1Nlu7 t•ta• 
VllUe attlcluta an MJ.aa traiae4 to 'tNa80J'lM MJ.l.Ule letteN 
4ur1aa tbe aeooad •--t•r• the aJti.U la uldaa aew •t•.tal41otatt.la at 
iao'f'-bal.J lltpv ,,.... aad tNUU'iltlaa vlth nqv!Hd apHd .la alao 
•phulud. lo ,...t ....... , .. ,. tlae ..... 
DvlDa the th.IN .... t.,. tile n.tuta are a1•• a peat aHII1lt of 
pN.Od.ce 1a t ...... Dlq ,._ aot• tUa at 1\qll Mtea of apeed, T•ta 
• apeecl .,.. alvea • ...,. two _.. at tu bealnalfta of tlle ... ,.,. aM. 
Still .... eaphMJ.a 1a put • ...._.D!aa alla)Jle OOPJ 1a ~· 
fourtb a-..tu, Teats • Mllalale lett_.. are .aaullf aivea .,.,., 
otw week, Oil teata tw oheoklaa 411otaUoa ad tNDMI'iptloa apeeda 
.. aiftll d.vJ.aa altei'Ute .... ... .... , ... •tiN fOUl' .......... 
tbHe Rt• •• al•P 41ctatecl u4 the llttldeata taka ao-t• foro two Nt• 
aac1 trauoriJM ••• A t•t 1a ... w..- puMd. 1t the atudeat tnDMI'iHI 
with 18 ,.,. oeat .....-,. 
The ...... atududa ... by Qatlffla ... ·-- 1a Cllut 15. 
CHAJlT 15 
STAIIWU)S FOI CIADINQ llfORTHAliD BY GRIFFIN 
Seaeater QNcle T•t8 PaH..S Per C•t of Flnal GJ"ade 
I D 3. so 71\ TNuerlptloa arade 
c al50aad2I&O 21\ Two vooabuluy t•t• 
.. , B I I 10 
Acc\INCiy A I with 2 I 70 
II D 3@ 80 
''' 
Speed pade 
c a 1 eo uct 2 1 to 21\ MaU.al>le lettwa 
.. , I I 8 10 10\ Vooehuluy aiMI FlD&l ..-
Aacvuy A S vlth 2 I 100 
III D 3. 90 SO\ ..... ..-. 
c a1tom211oo 10\ M&Ual»le copy 
18\ I s I 100 (arade &iYeD Oft IUDber Of 
AOCNNCy A 5 vltb 2 I 110 poiata UJ!'Iled d¥rlaa t~ 
.... tap) 
IV D a 1 100 .,,, KaUal>le letten 
c a 1 100 u4 2 1 110 21\ SpHCS teata 
98\ • 51 uo ( .......... , ....... , A I wltll 2 8 120 
*Te 54Jaate taata oa •• U'terlal 4et..,.1H8 ff.ul gncle la trallMrlptioa, 
The tlae llftll tw ... h tNDaO•lptloa 1a twaty •f.matea. 
Martin, Geol'l• £., "Accuracy Scala for Grad ins TrantiCI"ipts," 
BWiiDUa Teacher, vol. 38, Sept•ber..OCtober, 1160, P• 13. 
Martin devised a conveniet aco\ll'aay acale for grading transcripts 
beaed on fiv.,..inute aac:l tbi'M41m&te abol"tbud dictation teats. These 
acalea appear la Cbart 16 as they were ,.. .. ated in the per1o4ical 
JklaiMSa Teacher, with DO •pl.uatioa 01' co.aeat &ivan. However, they 
are very aillple and ••Y to \lae. 
The scale aivea tbe per cent of accuracy an4 letter aradea for 
trallHripta dietated at 60 to 120 WJIM. If a student traaacrihea a 
5-ainute letter d.letated at 60 words, his grade la detel'llined by the 
nuabv of erPOra ccmtalned 1D his tl"aaUUCript. Zero to 3 errors rates 
an '' 11 to 6 VI'OPa, a 85 7 to 12 err_.., a Ca aad 13 to 15 errors, a 
D. 
... 
lll 
15 
16 
17 
18 
19 
20 
21 
22 
23 
21l 
25 
26 
27 
28 
29 
ao 
CHAIT 16 
ACCURACY SCALE FOJ. QUDXIIG TRAISCIUPTS BY KARTXM 
60 
WPM 
•••• 
•••• 
•••• 
•••• 
•••• 
•••• 
••••• 
•••• 
•••• 
•••• 
•••• 
•••• 
•••• 
•••• 
•••• 
70 
WPM 
•••• 
• ••• 
• ••• 
• ••• 
•••• 
•••• 
•••• 
•••• 
•••• 
•••• 
•••• 
•••• 
•••• 
• ••• 
• ••• 
• ••• • ••• 
• ••• • ••• 
• ••• • ••• 
• ••• • ••• 
• ••• • ••• 
•••• • ••• 
• ••• • ••• 
• ••• • ••• 
100 
"'" 
• ••• 
• ••• 
• ••• 
• ••• 
•••• 
110 
WPM 
• 97.6 
17.5 
17.3 
97.1 
''·' 96,7 
96,5 
. .... 
96.2 
96,0 
• ••• 
•••• 
• ••• 
120 
WPM 
17.7 
17.5 
17.3 
97,2 
97.0 
•••• 
''·' 96,5 
96.3 
96.2 
91.0 
15.7 
11.5 
95.3 
95,2 
95.0 
50 
A 
8 
c 
• 10 
11 
12 
13 
14 
15 
16 
17 
18 
eo 
• 
•••• 
•••• 
•••• 
•••• 
•••• 
•••• 
•••• 
•••• 
•••• 
70 
wpa 
•••• 
• ••• 
•••• 
•••• 
•••• 
• ••• 
• ••• 
• ••• 
CHAIT 11 (coat.) 
80 
• 
• ••• 
• ••• 
•••• 
•••• 
•••• 
• ••• 
10 
.,. 
• ••• 
• ••• 
• ••• 
• ••• 
•••• 
"BOSTON UNIVERSITY 
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100 
.,. 
• ••• 
• ••• 
• ••• 
110 
... 
• ••• 
• ••• 
120 
wpa 
95,5 
95.1 
95.0 
51 
A 
B 
c 
D 
Ornv, LoutH J., "Evaluat!Da TramtOriptlon Spe.:l 1 " Bualnan 
Education FCIII'la, vel. 121 October, 1917, PP• 1-·111 30, 
Three cllttvaat •athods of •aasv1oa traaacription sp4ted are used 
by OrDer, Chart 17 contains the seal• foro aradiaa thHa tests. 
TM tbst evalutioa of traDacribiq speed is the t!Jaing of a 5• 
111iauta typawrit!na exerciH followed by the t11111aa of the .... copy, 
wbicb had been writtaa in ebortbaD4 aad duplicated, Hat words a taimata 
is used ia scorina th .. a twe tests, with a peaalty of ten warda for a 
typiaa vror, plus an additicmal paaalty of cme word for a traDSCription 
erroro la the traasoriptioa test, The -e copy 1.8 used aavel'al tillas 
aDd the best teet 1e Hlactacl for pactlac. 
52 
Tbe MOnd evaluation of tr&NCII"iptloa speed 1e tha!fta the hGiavork 
to anvtain the paNaataa• of typewitina poteatial uad in transcri.bina• 
A lO.wol'd penalty 1s c~taraed for noll tNDHI'iption errol", The traaiiCl"ip-
tion Nta is clet.,.iaed by dlvicUaa the tNuorlptioa spa«! by the 
typawritms speed utabllebM on typawpitiaa tuta, 
Ia 'the third t .. of the eeooad ,_.., •pbuia is placed em eval.uatina 
tnfttiO.riptioa speed fGI' aallallle lettera, Letters are cl1ctated at various 
rat• of speed alld treecribecl with oae 01" aore oarboas ancl eavalopes. If 
the letters are not ~~~ailable, the atuclaat r.eaivas no credit. Tbe rata 
of tNucriptioa is utviaUy reduC41d if o1l8 letter ie not mailable, 
Chart 17 also contains an &Pbitrary aoale for arading 41ctat1o~ 
based on speed a1l4 ei'I'OJ"a. The pi'OOadva that is und in aradiag 54im.ate 
takes in the f1Nt teN is utlad in the MOoncl aDd third tel"'le except that 
the gl'841aa baeGIMS scaevbat liON difficult, The diversification of tba 
grading aeala tor all three tSI"'I8 enables the stwlent to evaluate bia weak• 
aue alld bis atreaatb and to 4et81"111De tile oOD.Ceotratiolt of pract lee 
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CHAIT 1.7 
SCALI FOI GIADI)IQ DICTATIOI lASED 011 IPEID AID DI.OU IY OllfEl 
TJpewrlt!laa spud 
(I •but•) 
TNaeorlptloa Speed 
IV I'M QIW)£ 
'""" 
QRADE 
&l.OI'aor• A 10 .. 1ION A 
57·60 I It l-Ilt I 
,..._" c ......... c 
..0-'tl D ao-aa D 
It or leu r 21 or leaa r 
Tnaao•lptl• of --.k 
(Per C.t of Typewrltlllfl late) 
Maila))le S.ttv Rate 
PEl CUT ... ... QIW)E 
71\ A 30 •• IIOI'e A 
61•71t I 26-21 I 
11-60 c l.WS c 
It0-50 D lo-1 .. D 
at w1 .. r tu1 .. r 
nUT TD1t Diotatioa late 
1•1 WMka QIW)I tO 10 100 120 litO 
A o-a o-tt o...s 0-1 
-I .... ..... 1·10 7-12 
--c 7·12 t-11 11·20 18-21 
-
• 11-U 17·20 21-21 26-10 -· 
2•1 Weeks A 
- --
o-s o-a 
--I 
--
...... 6·10 7-12 
--e o-a 1-10 11·21 1a-ao 
-D .... 10 11·20 26-10 11 .... 0 
--
SICOID AND A 
- - -
o-a o-7 
I 
- --
0.1 7·12 l•11t 
TlliiD TUM c 
--
..... 1-11 11•21 15-10 
D 
-
1-10 11-21 21-10 11-'fO 
,_ .. _. __________ ... __________________________ _ 
Sister M. Therue, o.s.o., "GradJ.Da Plaa for TraucriptioD," 
CatboUc 1\aaiuu Eci\IO&tion Review, vol. t, Kovaabw1 1957, PP• 58·55. 
Aa oveJ>all exaaiutlon of Cbutt 18 NYeal.a that Sister K. Tbel'ue 
baa produed a pl"'Ol"e8Bive ll'dlDa ayat• haaeci Oil I'Mliat1o an<l 
obaUenaina atudarcla on a.veNl levels of acbiev•eat. 
There is a padul lDcl"eaae la the at~aber of lettel'81 tog.-tl'ael' 
with an iacruae in the l.eaath of the letters, aDd the addition of 
envelopea D4 cuboae. Thre is also a propua:lor.t witbia the 
partlculal' a1x-veek per1oct, fi'CII u "A" to a "D" ptade and lo uch 
specific UH there is the chall.•ae to 4o Mtter work. 
Slater M. THr•e believ• tbat the Weal pl.Re fOI' auoh a chart 
1a on the bu.lletiD boaJtcl alace the chart act8 as a powe.rfvl110tivation 
f• atud•ta, Each at11dut bee• .. his CMID oo.p•tl.tor, alnoe he ••• 
what la •pected of hill aacl he 10011 fiBda 011t how CGBpal"atively easy 
it 1a to aeet •iahta requiJ'aleata. It the ataDI!U'da are not realistic 1 
there vUl be 41acCN.I"ai .. Dt ucl 41appo1ataent. 
CHART 18 55 
GRADING PLAN FOR TIAJISCIImOM IT SISTER M. THERESE 
FIRST SIX WEU PERIOD ao eavelopes • ao carbon oopl• 
A GRAD£ I GlADE C GRADE D GUDE 
1•2 W.eka 6 ShOJ't Letters , tt Sbort Le'tten 2 SllC'II't Letters 1 Short Letter 
(SO to 60 voi'Cla) 
2•2 Weeks ._ Short Lettera 8 Short Lettva 2 Short Lett41N l Short Letter 
(75 to 100 words) 
""" 1 Media aDd 1 Medil8 an4 1 MecU• 
ucl 2 MMl• 
( 100 voi"CCa) 
3·2 v .. u S Short Letters lJ Short LettU"'I 3 Short Letters 2 Shcrt Letter • 
ad. 2 Me41• and 11W41ua aM 1 ... u. and 1 Meclb• 
SECOND SIX WEEK PDIOD loa& letter& 175 to 200 words 
1•2 W•eks a savwt Letters 3 Sbol't LettiiN 2 SbOI't Lettvs 1 Short Letter 
arad a M.tl• ad 2 MeclJ.u oc:l 2 Me4l\Ja aDd 1 Med 1\111 
2•2 Weeks 1 Short Letter, 2 Sbart Lett.,., 1 Short Letter 1 2 Mediua !Att 
ll Me41ua1 ud 2 Mecllw, ad 1 Mec:li•, and. 
1 Lellfl Le1tter 1 Loag Lnter 1 Loaa Letter 
3-2 ..... 2 swt Lettes1 1 Slwwt "-"• 1 Short 1Att•1 1 Shcrt Letter • 2 Me41•1 aDd 2 .......... 2 Med.lua, alld 1 M4MU•1 and 
2 Loaa Let'ters 2 Lema Letten 1 Laaa lAtter 1 Lema Letter 
THIRD SIX VEIJC PDXOD eavelopes for aU th•e 1etten 
1•2 Veeka 2 Short IA'tt•a1 2 Short Lettttra, 2 Short Letters, 1 Short Lettel" • 2 Me4hla, ... 2 ........ ud 1 Media, and 1 Mecl1• 1 and 
2 Loa& Letten 1 Loq Ldter 1 Lema Letter 1 Loa& Letter 
2•2 Weeks 1 Short Letter, a Short Letten, 2 Short Letters, 2 Short Lett .... 
3 Medhnt1 aad 2 Me41•1 aacl 2 Mecl1•1 and 1 .... u •• u4 
3 Loaa Letters 1 .... Let:tttr 1 ..... t.tt• 1 Lofta Letter 
1-2 w .. Jca 2 Shwt Lettva, 3 Sbwt Lett_., 2 Short tAtters, 1 Short Letter 
• 
3 Med.i•· ·- 2 .... , ...... 2 ... u ...... 1 MecS1• 1 aad 2 Loaa Letters 1 Loaa t.tter 1 Loaa Letter 1 LoDa Letter 
Strcmy, Madeline s., "Gra41na Plu for TraaSCI'iption," 1\lainua 
Teacher, vol. 33, No...,_, 1955, P• s. 
StNny ff.Ma that oae of the pvpl•J.na cbor.. in training 
HOJ'etarJ.• 1a the evaluation of tu!J' tND8Cir1pta. The couoa 
aiataka ucla 1s tbat of trying to cl .. elop a arlldiaa plan for an 
incUvidual tNnecrlpt. Oae bwtiaesa lett• oaa cUtter fr• another 
in eo •ny clataila. Wbat 1.8 aMClecl 1a a t.cad.er bua for sradina•• 
IIOI'a tban one traaelpt1 IIOI'a tban •e apeed, aore tbn •• period. 
Sti'Oay d ... J"iHs a pl.&a that 1.8 fCNIId la Chart 19 which ahe bellavaa 
ia fa1Nl" to ata4eata and aoM deacf'lptive of atucleata• acc•plia-.nta. 
The plan la bue4 oa uaavlag etud.nta' ...,..k on each of four 
diff...-t futon ad tho av.,.._J.Da tbe INI'ka. Tbat is, a atud•t 
1a liVeD four SNd•t OM GD NOh of tM fOUl" factors& aDd his fiaal 
urk la aa av.,..e of tae feu sr••· 
The four· factca-s are the rate of 4iotat1oa, the rate of tran-
HI"iptlon, tu .-antlty of VOI"k .,......._ ia ,.,.. of the total DUIIHI' 
of verda cU.ctat41d., ud the qt.aality of ....-k bu.t on per ont of 
aailable tranHripta. 
The Kale ia •-' '"" the last aoarth of the -..tv, where a 
full •••tv ia given to tNn8Gl'iptl•s hut if it 1a too blab or too 
low ,_. the atuduta, it can euUy he 110dif1ed. 
.. 
CHART 19 
QIADliG PLAN FOR TRAISCRlPTlOI BY STRONY 
Dietatiaa TNa8CJllbma MuabeJ'I of Per Cent 
GNCle .,. .. SpM4 Worda MaUable 
A 100 10 1,000 90 
I 90 21 900 80 
c 80 20 800 70 
D 70 15 100 60 
1. TM oltart la toM Wl4ld tor -" week'• traecrlpta. The four 
,,. .... _..each week vlU be ...... eel aa tlle veek'a pede. The 
h!put weekly pue ean.S ctulaa tbe aeatb will be the aoath '• 
pflde, 
2. Tbe aNAie ca d!otatlon a,..t vtu IN baaed on the futeat take 
that the atwleat la able to tP&ucrU.e ullably. 
3. 'l'be pede oa tNuerD-1111 apa4MI will "'e baed a the hlaheat 
apeecl attalaed • uy one clay '• 'tN~tt~CSrlpta. 
4, fte lft4e fw aaber of ....-cla will be INaaed n the llWBber of woJICia 
tNuorJ.M4 oa tbe clay tlaat ttle tMuorU.ina apeecl r8CON 1• 
.. taltlialaed.. 
s, The pt14e ca "pv ee~at of lett_. tbat are trauorl.becl aa1l.Qly" 
wUl JHa buecl oa the total week'• cU.etatioo, If 20 lettera.,.. 
diotated cluba the veek1 a'hd•t• v...W. have to tranac.-ibe 15 of 
tM. M11Ably to Ml"ll a D1 1& ffll' a C1 eta. 
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Orev, Louise J., "Take tbe DPatavy OUt of QN.CiiD& Tnnacripts," 
!!!!_ .Ba.la.....,M_e_ Sb .. t, vol ... 1, Apl'il, 1910, PP• 352-453. 
One bas worked wt a procedve wbiob cute the gra41ng tirae and 
still is a reltable lftd1cat1on of the atudeat'a ability to take t~­
or flv ... taute tak... Tbla la the JII"'Cecb&NI A three- or flve .. tmate 
take S.. cUctatecl 1ft the ueual unaer. After the cUotatioa, the st\lClent 
ia alva a 4up11catCICI copy of the take la vbiob vorcls, pbNses, or 
the •1tte4 utvial. The traD~~CP1pt ia aN4ed aocorcliAa to the Qaoega 
Awucla standard, except that a tJPlaa -.. .. or a erasl&N error 11ra1t 
,. 
A ccaplete recor4 1s kept ot the padH for both the lema aad short 
utbod of tranae•lbina dlctatin. Ia ... , cuea1 the araclu will 
avvqe alllout the -. Nt&l'dl ... of tbe Hthod UHd. 
The advantaa .. of this plan ue that 801'e 'takes are transcribed 
t.bariDJ the clus period 1 bieber ratH of speed are .Courqed 1 there 
are more oppcll'tu.Dlti• for studeats to t.pnYe their grade& ancl it 
provu to be aa •celleat teaoblna device. 
S.e of the cURilvaataau of the fill•la Mthod. are that it aay 
not be a true evalutioa of a stwleat•a abUity to tNaaerita. at hiaber 
ratu of speeda and it uy develop habits of areleaaana in taklna 
notu anct in read.laa tb• back. 
It 
CHART 20 
SCAL£ roll QJW)llfG TlAJfSClliPTS BY OlUfER 
GNde 'tNmtCI'iptloa ErroPa Typlftl £rl'or Ll.!t 
A 0.1 2 
B 2·5 Any over 2 ia counted 
a uauv1pt1cm erl"'O' 
c 6·10 
D 11-12 
Grubba, aa..t 1.. t ......... hli-APJIN1Ml ira ............ iptloa, .. 
a.la-. ld11P!!U ._¥• vol. •u., Jue1 1H11 ,. 21-n • 
....._ klJ. .... tlaa<t .. u .. ,..tal 1a .. ot ttae 1101tt e.ff•tlv• 
tnlalat 4evle• that ou IHt ~ 1a tJae teHhia& of .._.tbucl. 
The .,_tuialtJ to ..U claUy aaal,.... of ,.., ... 1 ,...,..., tovaNa 
boft ... la .. ,.., .. iad1Y14al ............ Xt .... ttawef••· the 
,.,... ., tldJI utt.ole te ........ , ..... , .... •PJINlaal plaa 
thlt-all wtat.h etll4ata wUl..., "-'Day aft 4o1Jac• 
'"* alae t..U tbat at laat feu el•nt• U..W IHt couldSNd 
.. 
la ••lutba .. , ...... !ptloa '* la&.lft F!Mt1 'tM apMfl wltll Whlob 
lt .... ,......., ..... lr. tH .......,. ., ... - .... it ·--*· 
thbdlyt the .teat to •t.•h ._r•t laelltlla ..... la •Plefed 1ft typ1aa 
tiMI - ... •1 aa4 fiu11y1 tlte ,_ ... 1 .,....... of tlae ._pletecl joJ.. 
,.._. tmalutlw el .. ta an &lao alp,_. tllat lacUate the ...... 
U.t th t..aJ.aa, tMJ.al.llfl, alii ••1• •t1¥ltla foll.eve4 Ia tile 
tNuulptua ........ 
Te •pf..U.e • t" -.._. lan:t.c Md t ... JaS ... M'f'Ut .... J.ahenat 
1a tlae ,. .... ol o,.lial tMUOJlJ.ptlea ..,....., tiM a'lH•t• 1IU't IHt 
ole - ulalate uUy tileD ............ !a .u flf tlae •1••u taYolftd 
la t..._.lptloa ---· To Ulp Met tlae oMU.-a• et a ._tS..OU Mlf• 
&ppPilial .....-• ....._ ,..._.. ta. INd'-1 Hal• :toad. to Cbut 21. 
,.. _... .... ••lea ..... ....., to....,. .. aaW• t• tbe ...... ta 
....,...1111 "tNMOJtlptla ,. 'thaf ~ fte .. lea •tUae a JlaaJ.e, 
4aUy ,....... of eftlutl• tlaet ,....u. •-•• for Mtlatutwy ,..,,.. • 
.... llut ....,. peMll- ...._.lpt'-a laiNat...... TIM Mal• ca be uaecl 
... JU'4•tklc ......... tlalat Nflat ................ tlurt .,... ,.... 
, ...... ltf .,_, .. pelata ,_ ... u .... , w tut ,....,. •'Wd•t'• 
... la. 
CHAIT 21 
TR.USCRIPI'lON SELF•APPIAISAL CHARTS BY GRUBBS 
Chart A 
TNnacrf.ptloa r..pbulaa TltUSCRlPTlOI RATE (t-) 
Tl"aUCI"iptlO'R l.ab T!JMt 30 aiiNtM (ala. Nte 20 tva) 
90·100 • A 
80• 89 • B 
10· 79 • c 
60• 69 • D 
Po1ata Total 
11 
THE JOJ Per Letter Points 
IJ letten ( 600 words) ••plate 
BOIWS POliTI 
•• ao w aore twa ( 20 alat• or lese) 25 to 29 twa (21l aimates • leH) 
b. £aaliah App11Mtl•e 100\ aoevate 
c. Jtesage 100\ aecante1 Yel'batJa 
d. TNHOI'lpt AppMNaee, ol .. , Mluoed, .-tc. 
15 60 
.. {16) 
3 (12) 
2 8 
2 8 
2 8 
Total Poaalble Polats 100 
Cluu.-t I 
Trancriptin faphaalaa ftANSCatPT ACCURACY 
TNUCP1pt1oa Lab TlMt 10 al•t• (ala. nte 20 twa) 
90•100 • A 
80• 89 • B 
70- 79 • c 
60.. 69 • D 
Polata Total 
THE JOI Per Letter Poiftta 
,. lett_.. ( 600 vOI'Cla) o•pl.ete 
BONUS POliTS 
•• .. ...... 100\ aceUNte, Yei'Ntla 
b. £aal1sh Appllcatiou 100\ aoovate 
c. Tl"U801'1pt ,,,..... ... , cleaa, N.l.aaoed, etc. 
d. 25 01" ._.. tva (21l •l•t• w leaa) 
15 60 
.. 
3 
2 
1 
16 
12 
8 
.. 
100 
CHAilT 21 (ceat.) 
C'bu>t C 
Tnucrlptioa Bllphuiat EIGLISH APPLlCATlOJfS 
TNucrlptioa La~ Tf.Ma 30 almatea (aiD. rate 20 twa) 
90.100 • A 
80· 89 • B 
1o- 79 • e 
60• 69 • D 
Polats Total 
THE J'OI hi' Letter Poiats 
4 letter• (too vord.a) CG~plete 
BOJIUI POINTS 
a. £Da1lah AppUatlou 100\ &OCNNta 
b. ••AI• 100\ accnaNta, ••IMtia 
c. Tl"aacrlpt AppMPaaoe• ele•, balaeacl• ete. 
4. 25 • liON t.,.. (21t •l•tea • 1 ... ) 
Chart D 
TPflnsoriptloa Ellpbulat TaAISCJ.IfT APPEAiliCE 
Tl"aueriptloa Lab TJ.aet 30 •iDwta (•la. rata 20 t,._) 
lS 60 
.. 
3 
2 
l 
16 
12 
8 
.. 
100 
90·100 • A 
so .. 90 • a 
10· 19 • c 
&o-at • n 
Pobtta Total 
THE JOI Par Letter Poirrta 
It lett_.. (600 WOJ!da) ooaplete 
BONUS PODITS 
•• TNJaHrlpt AppauaDCe, •• .._..,..., ate. and. 
Meua,. 100\ ...-ate. 'f'Vktta 
h. £aallah Appllcatlou 100\ aoeuate 
o. 25 • __.. tw.a (211 •1•tu or 1Ha) 
Total Poe8tble Po1ats 
15 60 
1 
2 
1 
28 
8 
.. 
100 
62 
AaMncm, llrttl x., •ataa4ucla aa4 IN4iaa 1a TNuvlptm,• 
... ~ !f!!!tfrcm ,..., m. '• oo....,.., 11u,,.. 20.22. 
Of all tlM ,...t.a that ,..pl .... -. 1a th4a tN4iac of akUl 
lhdJj•tat All4_... belle¥• tbat _. 1a _.. ._pl. thaD that ef 
13 
pnper _. .......... atl patlba t ... l .... la tN .... lptJ.OD, Sbe fM111 tMt 
so ....,. , .. ._. •• l.aYOl..S b ~1pt1• akUl that lt 111 dittlou.lt 
tor a t..U. to 44at ... ta. llow to Ul'1Ye at a pa4lJaa plaD tbat vU1 
'"" ,. " .... pertlaU, etf•t.t•• 
w .... pr••• tlaa't the f1Nt two ,..w. of eaoll week .,. 
4.,.tell to ~1ptl.oa .... ~. r. -.~.e. 4u1Jia the flnt two 
..... all 4letatt.a ......... J. .. tile ·- ., ...... Sta4•t• .... 
aot at ... • lett• .,... • tlwtS.. .. k ._._ ._. tw .-w• eulll 
... ac u ... --...lf'tloa ~ •• ... u, Saftl..s. ...,..,_., 
tU, ....... .lN4 to .. plfat • .u •'-Sal ...... , .. , ....... tptloft 
_. to 't1P8 the lett ... utll tJMr ...... u.a.J.e. Tilt. 1a tN• 1a au 
....... lpttoa..-k. 
fte thUd ...._.lptJ.oa ,_w et ...a week b • ..,.... to NUtf.u 
4lotatlea at lett_. of •IIP71.11a ~ u& la oau.l a ......_.lpt1• 
pHIIMtioa .-w. Tille utulal 1a 4ktate4 at 80 WOriNa a ai•t• at U. 
M&laaba of t'- .... -. _. tlae apM4 ... piiii...UJ 1aonu• •P to 100 
Stu4•• uu .. IM ~tw ... n -., .. plat• •• •t.otatloa 
•••Sal • util tile .-w ...... c..tlt ta at ... oa.t, t• aUaltle 
lett ... ere .... lt 1a aU•• .. ,_ patiaU.J ••plet• • t• ooneetU.la lett.... oa JIINd•ttoa .. ,. ._. ..... _.. .. .. .-.1 .. -to ct.rt u. 
ClWlT 22 
STlliDMDS AID ClADllfG CBAI.T FOl TRMSCKIPTION BY ANDEltSOlf 
w .. k No. Of IAttera MalJUle .. '" ... 
M1alawl boaanealfld 
l ........... 5 3 .. 
2 
•• •• •• •••• I 3 ... 
3 •••••••••• s .. s 
.. •••••••••• 5 .. s 
5 • ••• •••• ••• I 4 6 
I •••••••••• 6 .. • 
1 •••••••••• a 4 • 8 Office Dlota~toa 
9 ···········' 5 6 10 ottlu D!ctattou 
u .......... 1 s 8 
12 ........... 7 5 7 
18 ott£oe D1otat1ea 
14 " ......... 8 6 7 
u •••••••••• 9 I 8 
v .. k ,.,._..lrz1~'" late* 
lialRa ..... '111114 
1 •••••••••••••••••••••••• 11 17 
2 •••••••••••••••••••••••• 18 18 
3 •••••••••••••••••••••••• 17 19 
.. •••••••••••••••••••••••• 18 20 
5 •••••••••••••••••••••••• 19 21 
I •••••••••••••••••••••••• 20 22 
7 •••••••••••••••••••••••• 21 216 
8 Off!ee Dlctatloa 
9 •••••••••••••••••••••••• 22 21 
10 Offlu Dlotat1oa 
11 •••••••••••••••••••••••• 21 21 
12 •••••••••••••••••••••••• 21 28 11 ottloe DlcUtiOR 
14 •••••••••••••••••••••••• Itt 30 
11 •••••••••••••••••••••••• 25 ao 
*llallDle letteN .......-• tw-tld .. • et flaal a•ad•l 
--••1ptloe rate, .._tbf.rd of flul pe4e. 
GN.de 
A B c 
5 .. a 
s .. 3 
5 .. 3 
5 .. 3 
6 5 .. 
6 s .. 
6 5 .. 
7 6 5 
7 6 s 
7 6 
' 
8 7 6 
9 8 6 
~· A • e 
17 16 15 
18 17 16 
1t 18 17 
20 19 18 
21 20 19 
22 21 20 
216 23 21 
2t 21t 22 
27 25 21 
28 21 23 
ao 28 21t 
30 28 25 
Waaoaer, GeoJ'II• A., "How to Evalute 'l'l'anacrlption," Buaineaa 
Education World, YOl. 36, May1 19561 PP• 16-17, 
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In the evaluation of traaacriptioa, Vapaer beliwea that two phaaea 
abould be cooaidered • lollg tak• and ull.Ule letters a and aa each is uaed 
for a d.itfeNnt purpoae, •ch should be evalllated. in a different way. 
Long tak• are used to .... ure prosre•• in dictation and transcription 
apeeda, In uil.able lettva, aoCUI'&ey 1a aoat Japortant. Errors are pel"• 
•1 tted in lofts taku, b\at DOt 1n mallPle letters. 
The eval..aatiora ot lona taku involves a careful selection of raaterial1 
a planned. routine ot a4•io1atvtna the t•ta, ucl a aysteaatic method of 
gracUaa aa abcMm Ia Cbart 23. 
In gradiaa the teata, the teaohv laclloatea minpelled vol'ds, vrong 
puractuation, &Dd othw errON on the tNnSCI"ipt. Tbe speed and ntaber 
of ewCII'a on every test are reoordecl • an achiev•ent•NOOI'c:l sheet. The 
aobieveaent record ia ..aaed aa the baala for ara41ns long takea durins a 
aiven flNdl'lll periocl, rather tbaa for alviaa ocma14ereable we1abt to any 
one teat. No averqiaa of t•t• 1a dOH, Tbe hiabeat teat paaeec1 ind.loatea 
the level of attalDMat on which each lett.,. aNd• !a aaalaned. 
Teat Mterial oa uil.able letter• 1Do1udea only the points of p11DCtua• 
tlcm and vooab..alary VOI'da that have Hu •pba•iud on tbe practice days 
prior to ttua teat, Qra41111 testa • the 11allable letter pbaae ia baaed OJt 
the accuaul.atiOft of aailable lettera .-plated. aa daya designated aa teat 
days. The fiularacle ia bend. oa a ocabiutioa of the grade en lona takea 
ncl that on ullable letters, niahte4 ueoi'Cllas to the approxillate tlae 
allowecl for each cbar iDa the t_... 
CHART 21 
ADMilftSTEUIC AID EVALUATING ThiSeJliFI'IOJI TESTS BY WAQOIER 
_____ ... ____ _ 
MIII.Dinviq T•t• 
Tat ,_loll Wlmata D.letattoa 
1 
2 
3 
5 
A 
I+ 
I 
C+ 
e 
A 
I 
e 
D 
so-so-
Tuta Paaae4 <-> 
so.ao.eo 
so-so.ao 
so-so 
No. of Lllttere 
20 ....... 
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,., 
Tye, Z.eb.f.a• .,la fw Tuoldaa TNAMI'lpti••" ~uta .. lduca;sloa 
r ... •1· u, ~. 1117, ,. •-u. · 
, ....... ., .... -... ~. 
lull ....... at114eata •• toW tlaat ttul ..... • tlw•••l.rMte 
a,..a ••• vUl k -. .. oa tu ,._ .. Met teata. It £a •• lwU.eatloa 
ot the Maa..at .,... ..... plJ.Maat ._'- the 41H"'t•• 
,.. .,..tatelr ,..._ ~. • •J.oal an4• ... -!aud 
to lett• tN.._lpta. Ia DoJrtluiDI It t• ,..._. •• d.SMW fw 
•a al.Mpeu.l .... aa4 - ,.lll't ,_ ..-, d .. f.atlea t.- tM dlatatloa. 
lo polata aN ........ t• ,... .... ,._. ta awthud It, t• polau •• 
4...._. fe .U al.aa,.lW ...S ad -. polata 101' ... ._ _. ... , wb.l.oh 
boW. ...... la fCIINdt .. ......... tatS., ................... . 
Ia IWtllutd Itt, t• ,_llrta aM • .._. .. I• _, ~ .-41 alld 
,, .. pobrt• ,_ ......... . 
,.,. alH Mll ..... tllalrt •U.lAt-l.ett• ...... lptlea ......... -· 
lle blala --.~a to ,..,... n.t.-a to aMt tile pi'OIItl- tlaat vUl ...,._. 
tta• la dfi.Ha. ,..._.,_... eel.J ull&le lett_. •• .... w..- la 
-..-s..a <the tNBM•S.ptl• ..... 
The INdJ.aa lw tH fou ......... • dletatt.a t•ta aH .... oa 
tiMt tbNe Mat ~,_,. clleutS. teate witt. .,... u111 .....,. al.J.ew-
ao• • ,_.. la Chan Ill. 11M oa..t alae Hat&Jaa tM ........_ •• 
, ......... ...at.a ,. ..... tlae •!a" ., -" ,...,. la tba fiul 
pacta. 
.. 
CHAIT 21t 
DXCTATIOII AID READINQ lATE STAIDARDI IT TT£ 
SIMIST£1 
I II III IV 
Dlctatloa A 10/S eon 100/t 120/11 
a-.ttaa a.• 130 180 200 250 
D1ctat1cm I 10/lt 70/1 10/8 110/10 
aeacU.na late 110 lSO 180 220 
D1ctat1oa c •on 10/1 eon 100/t 
l.S!a& late tO 120 150 110 
D1ctat1oo D 10/2 50/" 70/1 90/8 
lea4bta ttate 70 10 uo 160 
PIRCUI'M£ EACI 11111* 
I II III IV 
D1ctat1oa aat:e 80\ 50\ SO\ 50\ 
lee4J.aa Rete .. o, 10\ 10\ 10\ 
'I'MDHPlptlOD 10\ 10\ 30\ 
Dally Teats 20\ ,, 5\ 5\ 
......... k 10\ 
'' 
5\ 5\ 
W1tt.row, Mary, •100 Pw e.at Putle.lp&t!oa," a&ala .. E4ucat.t• 
World, vol • ..o, r.brury1 11101 p. 21. 
WitMNV ola.lu that .. of tile ))q olaall-aea fflt' the te&ebet 
••audleu ot the left1 .t 'tM pwp a. 1a -~..- to t-ll, 1a to 
aet 100 per oeat putlelpatloa '"- tlae atadeata 1A tlle olaH. 
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She aa.tatalaa that lD tna._..tpt!ea tlt.ve la al•r• tta. ,...1b1.Uty 
of cU.oud .• at YUJlaa IIJMMI4•• Efta thouah tbe lf'CNP la olaaalfled., 
._. wlU at!U ,..,.... tutw tU. otlleN. The al__. attacleata 
nat 1M 11.._ a olluoe to atrt ... ,.....,. ,..,. Ia their ut•a at the 
... tllle, tma N,U wit.,.. tMit have ... 'tl\tDa to atlaulate ttaell' 
speecl. 
A teeul•• Withutow tlada helpM Sa t• set up a padJ.aa 8Cale 
weipted tor ad......S .,..... 1M dlotatu a.la lettan ot • ..,.... 
J.eaatb-tvo at IG VM1 ttro at 90 WAI1 ucl two at 100 UK. n. •the 
olau talcea aU ala ltrttea, ucl at tM oleae of tbe cU.otatJ.oa •oh 
llttl4..rt •leota tbe two l.ettva (DOt ••••••Uy at the -• speed) 
'that be fMla lte au tN...,.J.M Mat. la tllJ.a way, 1t a atu4eat 
., ... part ., a lett ... - ........... OC8pletely ... ,...w but 
tPHa .... haN• to pt tbe ,_.Jail. of the df.ctatJ.oa. 
Wilea t:M ,.,.. .... oheckerl tbeH ..._,. wbo tN.,...ihed tM 
aotu takea at the tutu apMCla ....t .. tlfle bJc .. pad•• prcw14ecl 
they 4o aot baft t• _,. en••• A IIC,_..le alallu to CMI"t 21 1a 
.... ,.,. tbe tlN't two SNcllDc peW.. 
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CHAaT 21 
TIAIISCitiPTIOif QIADUCI leAL£ BY WITHBllOV 
Flnt leftll heke 
eo .. to- 100 -
Qftcle Err ON GNcl• ErNn Qr..t• Err••• 
A 0·1 A 1·2 A 1--
I 2 I .... • 5 c a-• c I 
D 5 
...... .,.. ... b 
90- 100 - uo .,.. 
Qnde £rNN Grad• ........ GNde ErrOl"• 
A 0·1 A 1-2 A l ... 
I 2 I .... I I 
c ~-- c 5 D s 
PRt XI 
typewttlaa GNCliaa Plua 
MiUert e. e., "BltlepriDt f• lr•ll1ll Jeaiaaiaa Typewitlftl,• The 
JOtll'Ml!!. lu•iH•• EdUO&tloa, YOl. 11, J......-y, 1116, P'P• 171·173.-
Miller ia .t the op1JaJ.oa tbat akUl .U,ecta NcpaiM u uld~~ate 
1-a•tu. aMl.a ud to ubleft thf.a pal. !a tbe eaai•t pouU.le way, 
tbel'e .. , be allort•tera a-la l..Siaa •P to lt. MUlv oftva a plaa 
tut oa1l ~ ..... u a pUe l.a eettJ.• •P neb ahwt•tel'll aoals. The 
objeotl•u aa4 at_....a ... tSealpe4 lll'fauUy fe the M&lmd.aa olaaa 
whiob t.. trtr1v1aa ,_ ftOatlOMl pHtieJMaey. 
Dviaa the tint sla..,..lca atucl•ta are at"" apeect teats, Mat the 
Naulte ue ....S f• •••U.al u4 p,WaMe IJUP••• ealy. Ttl• ...... 
is 4etem1H4 "Y tlM perf--•• of INiak teolm.f.qua aDd the vadentaacl-
iaa ot tud .... tal kMwWau tbat ........ ..., t• ... ,_, of tbe 
ty,._itlaa skW. 
VM1l the attldeat• •• bef.a tlae .lait.lal ~~taa• iD l.euaJaa type• 
wltbat 'tU fCJJ.lowJ.aa it_. ue Ja,...-tut la the pe:Uaa plaau epeecl, 
baeio ualm.f.qua1 ,_._.tal kaowWa•• ad pro4utlea. CWPM ls "Md 
ud &II ...... of OM _..... ,.. •1•-. la tile ulterloa tw Httba up 
TM type of ut•lal ue4 tor ,..._tt. ia tSet...,.iiMMI w a peat 
.at•t bJ tbe 'W&t*k b ue. bo4uctloa aay 1aolu4e •ob typJ.aa 
aot1Y1tlea u lettvs1 ea'Nlopea1 ""~" dN.fts, --••1pta1 eat 
talMalatJ.ou. 
11te padf.Da plea MUle -....u 11 ,.....,. 1a Chu1: ae. The 
pN'C•tape ..,. p14• to a.lp 1a cleoU!aa a lft4e ud to abow students 
bow tbe and• 1e 4et .. laed, fte ,........ .. .-w aot be couideNCl 
rlsU. To k effeotlft at•.._..• .. t k flailWI. 
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CHAIT 21 
IWEPIINT FOR GIADINO BEQliJIIIQ TYPIWRITtNa BY MILLER 
•-v.ek s,...s SAle hr Cea! of QNfle 
Pv!GCI ( l-2•8 .. t.avte Speed ... c; . ,.;a:;;t&l Product icm 
T11M4 Vritlap) , ... 1 ..... Xaowl.ecla• 
2·6 21 01' aheYe •• A 20\ 20\ 20\ ...,, 
v..n 21·2- •••••••• I 
17-20 ••••••••• e 
13•16 •••••••• D 
3-6 21 c. abo¥• ,, A 10\ 15\ 15\ ttO\ 
V.eka 2 .. 27 •••••••• B 
20.23 •••••••• c 
16-19 •••••••• J) 
... 32- aboYe •• A ttO\ 10\ 10\ ttO\ 
.... 28-11 • ••••••• B 2 ... 2., 
•••••••• e 
20.21 
•••••••• D 
s-& ··-~ .. A ... , 5\ 5\ ..., V..ks u-as •••••••• B 
2S.I1 •••••••• c 211-27 •••••••• J) 
6-6 "•abow .. A "' ,, '5\ ... , V..lat 1&-39 •••••••• a 
12-11 •••••••• c 
28..Sl •••••••• D 
14 
~Nadel, l.erGf A., .,.. -. ud AIMMa of T!Md VrltliJas,• kal-e 
14Hatloa.v...w ... 1. 371 ..,,..._, 1111• PP• 21•2"• 42 • 
.._..1 elaiaa that the _. t ... b.laa d.wJ.ee in t1J*wltlag whlob 1a 
.. , fHcplaatly U14ae4 1a the tJ.ud wltbc. na. tJucl wrf.tbae uy 
btl ••• 'tO oOR41tJ.oa lftUute ta tbeM ...... of •pl.oJHat vbeN JJH-
eaplo,.•t t•ta laclude I• to lS ... t.ta t1Mc! wf.tbp. IHDIIel teela 
tUt lolaae wttlap abolaW DOt M tlftD UN tlaa -.ce a WMk. FCII' aU 
othw ,..,..... ahOI"'ter wJ.tU.a, ue4 JateUJ.aet~tly •• eutf:leteotly 
Nlial:tle aad oa he aa ... uet 4ev1H felt ..... ,., .. a'twl•t•' J1N1HU 
aa4 for develop!Jta a,..S aad aeoUNCy at.alta .... aly. 
E....._.e • tu tJpeWJ.ter on be -..,ltew tDCMih devalopias 
teeut.- ,..,. NpU ,..SutS. of lett••• _....a.pu, 1M• o.u4a, • 
INltlple OUNaa• UJ oae of ta.ue OD JllfOYU. a 110J1e naltatle aad 
rJ.eb .,...J.eace tlMD lltNJabt oopylq. 
ctaart 21 t. ...... n a ....,._. .,._ttma P"B••• wltb typl• 
.. aa 1trtepal plll't ot tM otff.oe-JNOtlM ~ J.a tM t..Uth pacla. 
INatlel ata~ tbat nJ.la apH4 la Jaltlllr ••uule, lt -...w 
a1" way to, Mtho tll• ......... ......,.. 'I'IMMiwet to ••ert•lD 
u tu u pouJl,le fw ewaluat1•• ... p.UUO• pupo- tbat the ata'l•t 
w•k r.. tM two toptllv a4 tbat ._VOl ia well MtOltabad vltbia 
••tala .,... Nt• MfON ........_las llJa to ••k lllaller akUl l•al81 
arJ'OJ' cudUaae .,.. •t.W.1abecl fw 4J.ffw•t ret• ot .,.... 
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ctWtT 21 
TIMED VIITU'GS UADDQ SCALE BY RENDEL 
loth CNde (,.,._ltl"' t) 
FIRST QUAITD SECOD QUARTER TBDD QUAJtTD FOUllTH QUAU£1 (1 alaute) (1 aiaute) (1 alJNte) (2 alms.tea) 
ti'I"ON 0 1 2 BI'I"'N 0 1 2 ~ 0 1 2 EJlol'ON 0 1 2 
20 ... DEE ao..,_ DEE as..- DE£ , .... D £ E 
H CD B IS CD£ ItO CDE ItO CD£ 
ao I CD ItO BCD ... • c 0 ... 8 c I) 
as A I C ItS ABC so A J C 50 ABC 
40+ A A 8 SO+ AAI 51+ A A B 55+ A A B 
Utla 8Nc1e (1'Jpewit1'DI tl) 
FIRST ()UARTD SBCOIID QUAtm:lt TIDD QUARTER FOUltTH QUAITD. 
(1 alaute) (2 almatu) (2 aiwt••> (3 a1aut•) 
El"PPN 0 1 2 EJT.ws 012 ...... 0 1 2 EWCII'S 0 1 2 
as ... DEE as..- DB£ ltG ..,_ DEE 110 aw• D DE 
ItO CD E .. , CD£ ll5 CD E .. , C CD 
... BCD lfS BCD so B C D 50 BBC 
50 A I C 50 ABC ss ABC 55 A A I 
SSt A A B 51+ AAB ... A A B &0+ A A A 
12th Orad• (Offloe/SMNtarlal PNot1oe) 
FIIST QUAITEI llCOJtD QUAI'I'Eit THDD QUARTER FOURTH QUAITIJ. 
(3 a1Rtee) (I almatea) (5 a1ates) (I •l•t•) 
£.-.-a 0·1 2 £ft'4lft 0·1 2 bNN o-3 .. 5 EI'NN o-a • s 
lfO pea D E ..0 .... D E ItO..,.. DEE ItO ..... DEE 
.. , c D ... e D ... CDI Ill CDE 
50 a e so I c so I CD 50 I CD 
55 A • 55 A • 55 A 8 C 55 ABC 60+ A A 10+ A A 10+ A A B 60+ A A 8 
Lloyd, Alaa C., ttr!ae Papel' W•Jc !a Yeu TJP.laa ~-~ 11 
hal-. 14uatloa W.)Al, YOlt 311 AprU1 1tU1 PP• 20.22 • 
Lloyd M11 .... tlaat tlae .. of ultltNJ7 HefllNMat• la a taolle 
.,.. ... h to ••• u ..... t!ae trtalll..Sa ... Ht .,. la a......u. Lloyd 
fwnd tUt ta... ue thNe onntD .,. to 8ft'lva at .-tllladaNa. rll'at, 
a __ _, ot what pNYI.eu atudewta taaYe ..._,u.w la peputed ac1 
Neletlrae4 aa a "' of pala fw MW atllll.ata. S.ooadly• 1D ooet,..atlcm 
with loul eaploJen1 nuoaaW. tetWiaall~ ue 4eflaed. FluUy1 
vlth the o•peNtJ.- ot otbe ,_._., ..._plJ.a,._t I"HoMa to 
fNH .....U. aoala _.. OU'edJ tbea tbe aoe1a •• l.J.atecl aa at«aducla. 
Ia tbJ.a artiok1 L1oy4 ,. ... u tu pllli.at ao&le1 Cbal"t 28 1 
de'Nloperl.,. 1-. vltla tH ... ,_.tioa ef Itt teach_.. of t,...ltiag. 
Ia aett1• 11p tlaae atada1'4a1 lotN feUewtd 'tM pattel'll 4.-rlMd by 
LlaJcl• 'I'M table at ... alaS.. aoe•plle--t for A1a 1 l'a1 C'a, aid 
D'a at the ..a of .. -. ala -• 1a a....,... couae. To..,.. a 
alaiaa pauba D at the erJ ef the fbllt ...atw1 to• --p1•1 the 
atu4•t aat t,. at 1eUt 20 INM .... a alate tw tift abut• 
• haUw copy w1tla aot .... thaD U. enron. 
u.o,4 aleo dleftaa tlMt - of tH .....-1 .....,. plu ml pi'....U 
a ahort ... t HtHd, Cllart 21, that •• it _,. to ._ .. t ay pCMp 
of ........ Jato A-I.e ..... • their ... lvalat pwoetaa• vltb av.tfl• 
ol•t ....... , t• eU.a•r oU..OO. INdlaa ,_,..... 
U.Jd fee18 'that tbe olu- wltlcll _.. ..U.. a1ld laaWe 15 • 
aon ettltl•ta1 tbe .... 1.._... •JtPINIIlO' Ia aot 01111 tM •puiolo GM 
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tNt &1M the eelJ talr ... to -· 0817 a ...al ev• plaa1 "- eta-., 
_.,uta pa41ap falrlJ to ftl'latJ.oa la tl\e dlftJ.oalty ot tM • ., •••• 
• f.atVN~t.u lD tH aoJa•l aolaed1ale• a4 to ..... l.a tMCllen. 
.,., 
CHAIT 28 
UADIH SCALE fOJt TIKI VIITDJCS BY lOU (LLOYD) 
---------... -~..---,._-~--~ .. ~---- ..... --- ____ ,.. ______ ?_----- ---. ---~-----~ ,_.------ -··----- -----------.. --~---·· 
stx v .. ~ra ..... tptlea Mlata. s,.e4/llaxlllua EPNN 
nut SIKSI'I'D D c I A 
Flnt a aJ.nt• (M8t of a eft..-) ......... 12/5 11/5 20/5 25/1 
..... I al .. tea (batter of 2) •••••••••• .,.. •• 11/2 20/1 21/lt 30/5 
TtalPd I alaut• (OM• f•U!ar oopJ) •. •1M•• 20/2 25/1 30/lt 11/1 
SICOJD SIIIDTII 
Fourtb 5 alaut• (beat of I etforta) .......... , 21/2 28/3 
"" 
..0/5 
Fifth a aiaet .. <._.t or a) .................. 21/2 12/1 .. , .. ltl/5 
or 1 lliaut• (Ma.t ef I) •••••••• • ...-a 21/2 10/1 31/ .. ... ,. 
Sixth I alaut• (Mtte of 2) •• ••••••••P-• 10/2 11/1 
"'' 
SO/I 
w 10 as..t• (Mt't• ot I) • • • • • •P-• rl/3 12/1 ..0/lt ltl/1 
THliD lllCDTD 
Seftatb 1 alawt• (MM et a ettwta) •••••• aeta 10/2 31/1 ... ,. 50/3 
ltptta 5 ~- (~t• at l) •••••••••••• aeta 33/2 ..0/1 ... ,. 11/11 
If lath I alatat• (oael faalU.u ..,) ••••• aett 11/2 .... ,. 11/ll 10/S 
- 10 ~tea Mt"tu ., 2) ........ Mtt 11/3 ... , .. ... , .. IS/I 
FOUilTI IINUT£1 
Tath I almat• (ou( talllu eepJ') ••• poaaa lt0/2 10/2 10/1 10Jt• 
or 10 alaat• Mtt• et 2). •. •• .poattt 18/1 ... ,. 11/lt IS/I 
Elwatb I alaut .. (Oiel atw eoP.J>••••••••••Mtt ltl/2 U/2 12/3 72/3 
or 10 aJ.ntu ... ..., MW) • ••••• aeta lt2/l ... ,. 18/' 18/1 
Twelfth I alaat .. (oaal aew OOff)••••••••••aet• 10/2 11/2 II/I 71/3 
- 10 af.aut• ... - • .,) ........ ,, ,.,. SO/I lOA 70/1 
CHAIT 21 78 
SMGaT.CUT METHOD FOR QRADllfG til THE "JJMAL CUJtVE• BY LLOYD 
1. An-na• papVa !a .....-ce, btabut .._.. • top. Divide tb• lato 
ll ..,.. stuka-Mat f01l¥'th ln StMk 1, HOGDd twrth !.a Stack 2, etc. 
If,_ baw 32 papel'a, d1Y14e thea a-a-e-a. ,_ \tH'Mil quatlti•a 
as ,.,. .. , t-a..a-a1 sat,.,...., M-a-•a as ,.,..., t•t-t .. s. 
2. Tbe spu of ••• in eaeb aNfla f.a obtata.cl by .Uvaotiag tu ••• 
oa top of Stack tl &• tiM aOOH • top of Stack 2 ad tho wltlply• 
lftl tha d.lft.NMe by .75. E'uaplet 36 • 211 • 12 Jl .75 • t • spu. 
3. The C (•!cldle) ...... rup 1/2-a,. Up aK 1/2-apaa dOWD fr• the 
score • top of Stack a. Euaplet It tut acore wen ao ud the 
apaa WN t, C'a wauld be all ..... Ia the 28-27•21·29-30-3l-32-33-3tt 
-.,.. 
11. The I Q..Sea include all scor• w1th1a OM •J~Ml U... th4a c •a. la 
thf.a auple tu B'a wat14 be as-aa-a7-aWMO_..l,...2-"3. All hJ.aber 
...... .. u be .......... . 
s. The D Gnd .. 1DGlu4e all .... wttltla .. apu below the e•.. ID 
thla euaple, tbe D'a woald ))a 25·2tt-21-22•21•20•ll•ll•l7. All l.CMtl' 
acONfl woulA M eould-.cl taU..a. 
&. Ill ad¥aa0ed elu_, the aeoN OD top ot Stack 3 J.a tu top of tlle 
e•a, wJd.oh ........ ,. ........ ,.. that .... , !D th!a aaple, 
C's waaU he 30-2t-28•27•21-21•2WJ-22t ad all lowv • ._.. vcna14 
u D'•• TM I aN4l .. aN all ..... wlt!lla oae apata akve the C'•a in 
thJ.a a.aplA, l'a WOlild be 11-12-11-IWI-3t.S7·18-19l aa4 all hlshel' 
..,_... -.14 be A'•• 
ft.ls Htho:l cu be UHd to •••ert late l I C lettv pol4u uy grcup of 
SCOI' ..... ...rwrda a •J.mate, liMa te tJPl•l• ...... qtaMtioaa COI'I"Mtly &Sfti'Mt 
• etber "poiata.• You_., have ..... of at l ... t 11 st:U•ta• Step~~ 1-1 
ct• a diatrlbutl• ot ...-.. appM~Ciaatlaa 7\ A '•• ttt\ a•a, as\ c•s, ,,., »'•• 
.u 7\ taua .... , the uaul .... 1......,. 41atrlht101l ot pa4u 1ft afty l.up 
pwp. Steps 1, 2 t u4 I pnrid.e a a._...l-c_..e 4J.t1'i1Nt1• fw ••ac.t 
clue•• 111 which ttaeN ahcNW 1M •• tftlJ ,._ atwl•tat lG\ A '•• Ill\ B'•• 
... , c• •• l&\ D' a, uci ,.. tall.aNa. 
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KJUNll, GNcly ••• "Aa Ob1•t1ft1 ~1ve Plaa fot' Evalaaioa 
J.a ha1•S.. TJpba," ,.,._1tlaa •-• 901. ''• Sprlaa. 1111• ,. '· 
It .,.... to XJU&tall tbat evalut!e 1a t,_,.ltiaa S.. aot ODly 
YflrJ 8\lbjeotive t.rt alao ntw lsaplaiiMI'CI. To NHIIJ thie a,....t ..t, 
K!Urell 4av1Hd. tlaa 4WtllutJ.oa ,. • ....,.. 1a Cbart ao. He fa.D it is 
o.pleta ad _, to ue ard dla •phaala Ill plao4d oa ditt ..... t upaota 
,..._..._, tU fiftat , .... 
Aa aa --pl• ot how tlaa chwt ._ M _.,a at\ld•t clurtaa the 
al.xth .,..Jc of Hbolll, tJpM at tlaa nte of 24 CIIM. Fw tlala he reoalv• 
11 polata .. the ..... IIMl•· ••1 ...... eol .. ,.. the flnt dx ....... 
em t11.1a ... tlv ... tauta w1tllla, be Mkee t•• alatakaa. S!aca he 1a 
tJ'Jtlaa battar tlum 20 CVJ111 but lea tlaaa 80 CVII the 20 CVPM liM la 
..S to cle.._.lu tM ...... of pot.a• t• .._ .. ,. As tile top I'8JialMr 
repHS•t• polata f• tile tun •••tw1 be Nealv• U polats tw 
.....-.,. Aft• a1•1Da u obj•tlva 'tNt D4 bJ oa. ... J.aa tlae atv.4•t, 
lt t. clet..U ... that 11a 1a "aood" t.a INialo teollal•• u4 •tau• 1a 
t.4aaaatal IL'Dovl.ada•• .,...,_.• 1Mt NMlv• 12 polata for "pod" Jaul4 
t•lml.- ud 11 polata ,_ •tab• fucl__.al ,...Wp. Ia prrodMtlea 
_.k, 1M tJpea with .. .._. ,.. al•te ... MCalvea 17 polata t• 
JN4uo•doa. TM total ..... t. n • c.. 
Fe!ata an atvea la aU ......... lf t1te atwlat J.a t•llJ.Ba• nJ.a 
la ..... ...,. l:taaaue a atflll•t wbe la fallba in _. •• aqht fall oa 
tJae ~~ ....... .._ "-ll u la .... • tall' la otbe ....... 
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CHAIT 30 
COMPR£HENSIYE PLAlf FOR QIA&IWI lalDIKQ TYPIR llY KIMBRELL 
JAIU FOR QMJIIQ 
rlnt Seooacl tllbd rowth Fifth Sixth 
I Veeke 
··-- . --
1 V•k• I w .. u • W..ka 
Speed•••••••••••••••••••• 15\ 15\ 15\ 25\ 25\ 25\ 
AocuracJ••••••••••••••••• 1.5\ 15\ 15\ 21\ 25\ 25\ 
Ba•ic Teclmic;,t~es••••••••• 25\ 20\ 11\ 
'' 
5\ S\ 
F\aadaeutal KltOWledp •••• 25\ 20\ 11\ 
'' '' 
5\ 
Pl'od•ti•··············· 20\ ao\ "0\ "0\ ItO\ flO\ 
Tatal Poin• 
--· 
Total Pol•t• QJ>ate 
18-100 A+ 73·78 c 
95-9'1 
' 
61-72 e ... 
t2•911 A• 16-18 D+ 
lt-11 I+ 13-65 J) 
81-88 B 10-62 n-
..... , ... Below 10 r 
79-82 C+ 
BASIC TECUIQUEI 
FJ.nt Seecmcl ThiN Seooad 
e Weeb ' ... ~c. .... ,. S..trtw 
EueU•t 25 20 15 s Q- 22 17 1lf ' rail' 19 15 12 3 
, ... 16 13 10 2 
rail 11 11 8 1 
FUIIMMINTAL lQIOWLED8E 
lxoeU•t 25 20 15 s 
Gocld 22 17 llf 
" Fair lt 15 12 a 
Poor 11 11 10 2 
Fail 13 u 8 1 
CIWlT 10 (c.t.) 81 
SPEll SCALE 
p FIUT SEMESTER p SECOND SEMESTER 
0 0 
I EJid ot End of hd of 1 Ead ot EM ot End ot 
N av .. u 12 IMU 18 ., .... .. 2.. V•ke ao w .. ka 36 V•ke 
T T 
s CWPN CWPM Of PM s CWPM CVPM CWPM 
15 ao• ..o• so• 25 52* sa• &o• 
14 28-29 37-89 ....... , 2ft .. 1-11 51-SS 57-59 
1 .. 26-27 ttt-36 a.o .... 2 23 lfl-'18 So-52 , ... $6 
13 2tf-25 12·33 38-39 22 lfl•ltS .. , ..... 51-53 
13 22·23 30-11 81-37 21 tt0.-2 ......... .... so 
12 20.21 28-29 tWit 20 38-39 ttl--a -5-1t7 
12 18-lt 26-27 31·12 lt 35-37 39....0 lt2-" 
ll 11-17 2 ... 25 29-30 18 as-a .. 36-38 39-41 
11 1 ... 15 22·23 26-28 17 3M2 u-as 36-38 
10 12•U 19·21 23·25 11 27·21 30-32 u-as 
10 10.11 16-18 20-22 u 2 .... 2. 21·29 30-32 
rat una ratU.aa ralllaa rautaa Fa11J.aa Fa1U.aa 
8 o-t 0·15 0·19 lit 0·28 G-26 0-29 
•oae lM»au pelnt ,_ ..0 add!ttGBal five CVPII 4v•taa the fint ....,, .... 
OM Mlsu peiat ,_. NOla add!t!GUl tu.. CVPM dulac tbe aeoOI\4 ....ater. 
ACCURACY seALE 
CWPM 0 1 2 3 4 5 • 7 8 9 10 11 12 13 lit 15 16 17 
10 15 15 11 
25 23 17 
11 15 1S 11 u 10 
25 23 2.0 17 lit 
20 11 11 11 13 11 10 
21 25 23 20 1.7 14 
30 lS 15 11 15 13 12 11 10 
25 25 21 23 22 21 17 1 .. 
ItO 11 lS 15 15 15 13 12 u 11 10 10 
25 25 21 2lt 23 22 21 19 17 lit 1 .. 
so 15 15 15 11 15 15 13 12 12 11 11 10 10 
25 25 25 25 2 .. 23 22 21 21 19 17 lit 1 .. 
to 15 15 ll 15 15 15 15 13 12 12 11 u 11 10 10 10 
25 21 25 21 24 23 23. 22 21 20 19 18 17 14 . . 14 1 .. 
"Top • .._. •• pointe 1l'Ma tlul.q tint ....ate•t bottoa ._.,...., MCload 
·---·· 
CHAIT 80 (caat.) 82 
PIOIUCUOI* 
Po !aU 
El'l'OI'a Per Mbaute 
r1Nt. W..b Secoad I Weeki 
0 20 30 
1 1'1 21 
2 11 23 
I 11 11 
......... (tail) 11 lt 
1114 of Po lata lad of ,., ... 1114 et Pof.ata tlld of Po tats 
18Veeb 
21f --
...... 16 .... 
VPH WPM Wftl WPM 
28** ItO 11 .. ... ..... 40 • ••• ttO 21 •• 10 •• u 89 as 39 21 II 21 18 12 18 ... 38 
25 37 28 
'' 
11 37 33 17 
21l II 21 II ao II 82 •• 21 35 21 as 21 as 11 as 
22 , .. 25 
" 
28 
·-
ao ... 
21 II 21f II 21 .. 29 88 
20 12 23 82 21 u 28 II 
19 12 22 82 21 32 27 82 
18 81 21 11 t• 11 21 32 
17 10 20 10 21 81 21 81 
11 21 lt 2t n 30 21f 31 
15 28 18 28 21 29 21 30 
lit 27 17 21 20 28 22 29 
13 21 16 26 11 27 21 28 
12 21 lJ 21 11 21 20 21 
ra11181 ra1l1"8 
0.11 2t 0.11t 21 17 25 lt 26 
FallJaa 
0.18 28 18 25 
l'a111ag 
0.17 23 
• Pl>eduot1e d ... am.w be ,._ 10 to 20 •l••• W•k IIUat be uU.able after 
the f1N1: 12 ••k• tw 4Hd it above the alaJs• (fa!Uaa) pobta. 
MoM "-• point ffJP ~h a&!ltleul W!!h 
•• 
cae.ty ucl --. aN flf tbe eplaloa ta..t tlMP• S.. ao abatltvte 
f• the •1alrt kiM of ,...tlee al fe ,. .... t tf.aefl w!tiftaa to let 
tile atlldet Jcaow-.. llU tJpewU:!Jia •ldll b dwel.Aiplaa. Pel'aoul 
NOna ... lapartat te Mke -. .-.. avue of Ida wa typeu!tlaa 
P"P-• Ia .W1t1• te tile a.tlfttlea tltat ..... .W•t lfOIUJ4 ...U.. 
tNII kiMMIWae ot td• .. ,...,. •••• M ..... te JM ablAt to waluat• Ilia 
owa ,..,....,... la t ... ol a ...._. tMt weD~ let bJa kMv wbetbeJo 
bla ,... .... la ............ u ............ - JMlow ........ . 
A aWIIJ ... _._.._ at tile hate Ual""J.ty of X.. tw tba 
....... 0'1 ...... ~a, .. ttae ............... , ..... , , ... ,.,... 
..,,..,.,, ........... 1'la1a •tliiiJ ........ J.a 1112, ... it ... Ma 
••tJ• .. to tbe ...... tiM. ,.. ...alta ., tJda ... , ... __ ..... 
t• fiiiOil ... .....- ,.w. CoDd. ... •-•'• m two ,.w.. ue at ... 
J.a Chllrt u. 
A1"-all t..._ 'tUlM ...., tlae ..-..lw ,., ... ,..., ........ ot 
,...lou .............. ,'"- , ... ,... tlat ....... nallaU. ....... . 
., ,,...,., .. .. Jd ...... t. 
n..t .. , c..lJ ad "-••• tMl tllln lt 1• JlipDI'tat tllat tile 
teMhe .-1wau Ilia trp.lna te 44l't'el.ep .. t..lch a level f4 aJdU u 
,_.u,~.e. a.lbt!o ...._. .. ,..,..1, ued, ... do ,.._.. ~~RYlee. 
CHART 11 
ITAJDARJS FOR IEQIIOIING TYPI!ftlnJIG JY CASADY AID MASSOif 
Aoble.,...ot s..&y of 2200 Bqlsmlaa Typlats at the tat of 18 w .. ka* 
SPEED SCALE ACCURACY SCALE 
hr Cent PPM Gncle ,_ C.t ErroH Qracl• 
Top 7 3?-62 A Top 1 0·1 A 
Nat 2tl 21-36 I N•t 21t 2-" B 
Mld 38 11·26 e tUd aa ,_, c 
••t 2fi a-11l D -t 21l a.u D 
Low 
' 
0-2 F Low 
' 
1 ..... p , 
*lt.S•t• vue atfta two S..tute tJaba• ea !deatloal copy whlob had 
a aylla~io tetenalty ot l.ao. "- better NP1tlftl of each atu4 .. t 
•• NOOI'Cle4 ta •t vor4a a aiMtte. Wlaa .,... t 21 lCVM& ndiu 
efl'Oftt 5 ta I a!.at.lt• • 
SPUD SCALI ACCURACY leAL& 
,... Ceat WPII GMde Pu C•t EI'HN Grade 
Top 7 51·'11 • Top ' 
0.1 A 
-t 211 It-SO a .. t 211 ,.... a 
•w aa 27-18 c MU aa s-1 c 
tle1rt 211 1-.2& D hat lfl a .. u J) 
Low 1 0.13 r Lew 1 l .... p r 
**Stwleata weN al..a two S-ainte tlaia .. • 1deat1oal oepy vlaieb had 
a ayl.l.abf.o !ateaalty of 1.114. TM batter wltlaa of eaoll atlldut 
ua reoollded ia aet WOI"da a •l•te. Media apaec.tt 33 WAMt Mdian 
ei"''GNt s la S ldnt•• 
·-·~--w-,-..--~-• .,._ ""'n- • -•• ~~·- --• • ~-~·•••• "~" ~ -•- •• • ~ •• ••-•- • '>• •- -• ~ -~- •• • •• 
Roberta, MaraaNt s., •spur Typlac Studuts by U.lna Goal ShMts •" 
hsla•a Eduoatloa World, vol. 311 Ja__,., 1955, I>P• 16-17, 36-37. 
AecOI'dina to Roberta, a typewitlaa ooUHe 1e JIOSt eft.crtive wtum 
it la a !oint uadertaklaa with atu4eata and teacher working toaether 1ft 
a. friendly • cooperative cu...,... auo.tpbeH. 
The devioes used at the author's aaeol tbat have preved helpful 
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in developlag this philosophy into a vorkaltle teaching plan are the aoal 
sheet and the area NOOI'd sheet. The aoal ahMt, Chart 32, seta aoala 
hlsh noup to require the Npld le_..• to put forth hla beat effort to 
achieve tha, ,-t low enouah t.r tu alctV learraer to aohleve. Thla sheet 
coatalaa the weekly ape.S and oonti'Ol pals. The student uaes it for 
aettlag bla goals ahll for detenlnlq h!a aN4u. ODoe a week the 
atudet NOOI"CCa on it his beat I'8GON of the week in each cateacry. 
Al•a with the aoal sheet, a sn• dally reoord abMt la stapled 
to it and apace la pNYided for the....,.._ ot linea of fiNlNUp1 the nuaber 
of ,.. .. of ttc.eWGI'k or •tra-ondlt WOI'kt the aoal for the day, u well 
aa a record of the aOOI'• em the t.laed vrld.ap& 1a addition, there 1a 
apace for reeordina aoo.pllahMnt on pi'Od\latloD. 
Thla Mtbocl of kMplas recor4ll in t,_.ltlaa lnoreaaea the student '• 
inteNat in the ...... He Jmova the aoala aDd the pd'poees of the couNe, 
and develops CODfldeaoe ill b!a uUI:ty to pt"Oduoe whe he sM8 tbat he hu 
Mt pMYleua seale. Aaoth4tl" cllatlnct .SYD'tqe la the opportunity for botb 
student u4 teacher to ... at a alaaoe the llta4eat •a prope•, either la 
eoc•pllat.eat _. aN4e Ntlns. 
ThJ.a 1a a eiaple1 atlaulatJ.aa, 11114 tlae ... iaa •etllod for Hcurlag 
etteotlve Nllalta la t .. ohiaa typewitlaa. 
•• 
CHAIT 32 
S'ftJD£tfT'S WEEKLY GOAL SIEITS BY ROBERTS 
VMk OM-Minute T•u ~laute Teate Five-Minute Teets 
A B e 1) A I c D A B 0 D 
Third 0-25 18 10 5 
1-21 lt 11 6 
2- 21 20 12 1 
3-28 21 13 8 
.. -20 22 111 
' 5- so 23 15 10 
----·-·······--·········· ······--·······--·····------------········-----------Feurth 0-27 20 12 I 0-20 11 10 5 
1 -- 28 21 13 1 1-22 18 12 
' 2 -- 29 22 14 8 2- 21t 20 lit 1 
a •• 30 23 15 9 3-21 22 11 8 
.. -31 21J 11 10 
" ·- 28 2 .. 18 9 
5 -- 32 25 17 11 5- ao 26 20 10 
6 - 32 28 22 11 
7-" to 24 12 
--•••••••••••••••••••••••••••••••••••••-••• a ••--•••• •••••-•••••••••--•• •••••-----
Fifth 0 -- 29 22 1fl 1 0-22 lt 12 • 1 -- 30 23 11 8 1-24 21 lit 1 
2 -- 31 2fl 16 9 2-21 21 11 8 
3 -- 32 21 17 10 a- 21 25 18 • 
.. -33 26 18 11 4- so 27 20 10 
5 ... lit 27 19 12 5 -a2 2t 22 11 
• -lit 11 21t 12 
1-M a a 21 13 
................................................ ·······--···-----.... ··-·-----------
Sixth 0-32 25 11 8 0- 21t 20 13 1 0-22 19 12 6 
1 -- 33 21 11 9 1-21 22 u 8 1 -- 21t 21 lit 1 2- a• 27 19 10 2-28 21t 17 • 2-26 23 16 8 3-35 28 20 u 3-30 26 lt 10 a- 2a 25 l8 9 
.. -- 31 29 21 l2 .. -32 28 21 u ,. - ao 27 20 10 
5- lit ao 23 12 5-32 29 22 u 
·-· 
82 25 13 • - 31t 31 21t 12 
7-36 33 21 13 
8-38 31 28 lfl 
-----------····· 
raan••···········--· .. ·····11 I -·-········--........................... 
S.ftftth 0-35 28 20 • 0-26 21 llf 8 0- 2 .. 20 13 1 1-31 29 21 10 1-28 28 18 9 1-21 22 15 8 
2 -- '' 80 22 11 2-30 21 18 10 2-28 
2ft 17 9 
a- 88 81 28 12 a- 82 21 20 u a- ao 26 19 10 
•- at 32 2 .. 13 ,._ ... 29 22 12 .. -32 28 21 11 
5-31 31 2 .. 13 5- , .. 30 23 12 
• •• aa a a 26 1 .. 6- 3& 32 25 13 
1- 38 , .. 27 lit 
CHAIT 32 (cOilt.) ., 
WEEK Oae-Mimate T•ta Three-Miaute Teata FiYe-Minute Testa 
A I e D A I e D A B c D 
Eipth 0- 3'7 30 22 10 0- 28 22 15 9 0-26 21 v. 8 
1-39 32 2- u 1 -- 30 2 .. 1'7 10 1-28 23 16 9 
2- IJ1 Ill 26 12 2- n 21 19 11 2-30 25 18 10 
3 ..... 36 28 13 3 -- ... 21 21 12 3-32 27 20 u 
.. - .. , 38 30 lit It- II so 23 13 .. - 31t 29 22 l2 
5-38 12 25 14 5- II 31 24 13 ,_,.. , .. 3'7 15 6 -- 38 33 2& l&l 7- llO 35 28 15 
.............................................................................. 
Ninth 0- 39 32 21t 11 o- ao 21 11 10 0 -- 28 22 15 9 1-41 lit 21 12 1-12 21 18 11 1-30 24 1'7 10 
2- ... 3& 28 u 2- ... 27 20 12 2 -- 12 21 19 11 
a- tts 38 30 lit a- aa 29 22 13 3- lit 28 21 12 
4 -·· 
31 21t lit It- 36 30 28 13 
5 40 a a 26 15 5 -- 38 32 25 11l 
I •• lt2 as 28 17 6 ·- 40 ... 27 15 
1- ll2 a a 29 16 
............................................................ 1 ..................................... 
Teatb 0 -- lt1 ... 26 12 0 -- 32 2" 18 11 0-30 23 16 10 1- ... 31 28 13 1- ... 21 20 12 1-82 25 18 u 
2 •• ItS 18 ao 11J 2- •• 28 22 13 2- 3Al 2'7 20 12 
a •• It? 
" 
32 15 a- 38 30 2Al lit a ... as 29 22 13 
.. -ItO 32 21 15 .. -38 31 21t lit 
5-42 ... 28 11 5- ItO sa 26 15 
I-" II ao 18 & - lt2 35 28 11 
7 -- ..... 37 10 17 
. .,.... .............................................................................. , .......... 
£1eYetb 0 ........ 86 28 13 0- Itt 26 20 12 0-32 2' 18 11 
1-116 31 11 lit 1- •• 28 22 13 1-- Sit 26 20 12 
2- .. 9 IJ2 34 15 2-18 30 24 14 2-16 28 22 18 
a- 12 41 31 11 I- ItO 32 26 15 a-- aa ao 21t 1tt 
.. - IJ2 ... 28 16 4 •• ItO 32 26 15 ,_..,.. II 10 17 s- .. 2 ... 28 1& 
6- ... 38 12 18 6- .... 36 30 11 
'-.a 38 32 18 
····-·····----·······--··-···-·······--····•*••• ··--··------········---------Tvelftb 0 ..... , 38 so 1 .. 0 - II 28 22 13 0 ... • .. 25 20 12 
1- ... ltl 13 15 1-38 30 Itt lit 1-31 27 22 13 
2-51 ..... 36 11 2-" 82 21 15 2-38 29 24 111 
a- s• .. , 39 11 3- IJ2 1 .. 28 11 a- ~to 31 26 15 
.. -..... •• 10 17 .. - lt2 33 28 16 s-" 38 32 18 s- lf4 35 30 17 
. - ... ... , .. 19 1 -aaa 37 32 18 
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eMU 32 (c•t•) 
w .. k O....rt1aute Tato ThNe Mlmate T•te F1ve-M1n•t• T .. t• 
A I e I A I c D A 8 c f) 
Th!rtMfttb 0- .. , ..., 32 15 0- •• ao .. 1'J 0-31 26 22 u 
1- Sl • II 16 1 •• .., 12 26 15 1-18 21 24 111 2- Sl ... ..0 17 2- "' 
... 21 16 2- ItO 30 26 11 
3 -·· 
52 
" 
18 a _ _.. 31 10 17 a-,., 12 28 16 
........ 38 n 18 
·-" 
.. 30 17 
I- 1J,8 ItO Ill 19 5 _ ... 36 12 18 
• -so .. , .. 20 6- ... 38 34 19 
.................. ·-····-··············· ........................................ 
FCIUteath 0- lt8 td ... 11 0- ftO 11 21 15 0- •• 28 23 111 1 _,, ... •• 17 1- lt2 n 27 16 1-110 30 2$ 15 2- •• so .. , 18 2-- as 21 17 2- .. , 32 27 11 
a- sa 52 .. , lt 
3 -· 
17 31 18 a -- ,. .. Ill 29 17 
.. -· ... 
" 
II lt .. - ... •• 31 l8 s- so ttl II 20 ·- ... 38 3'3 19 
• - J2 ... ,, 21 • -10 lfO 35 20 
........ ••••••• ............. ••••••••••I••••••••• •• II I ••••••••••••• ·····-----~---------rttt ... th o -so ltl as 17 0- 1ft 82 21 11 0- lfO 29 , .. 15 
l- 51 .., ItO 18 1·- .... ... 28 17 1- ll2 31 26 11 
2-60 sa ... 19 ,_ .. 16 10 18 2- .... 33 28 17 
a- as sa 10 20 
·-· 
II 12 19 3- ... 35 10 18 
• se ... M 20 . - .. 17 12 19 
5-12 ll2 •• 21 s- so 39 ... 20 ,_ .. 
" 
.. 22 6-52 Ill JG 21 
----··· •••••••••••• I I ................................................................. 
Slxteatb 0 --$0 ... as 11 0 -·2 u 28 17 0- '40 so 25 11 
1-10 so Ill 11 l-ata •• 
, . 18 1- .. , 32 27 17 
2-70 80 II 20 2 -so llO a a 19 2- ItS as 30 18 
I- 80 70 II 21 a- sa .. II 20 3-48 sa 32 19 
·-· 
... ,. 21 .. -51 .. 1 as 20 ,_ .. 10 II 22 5-55 .. , a a 21 
• -60 •• 161 21 '- 10 so •2 22 
II 
Lloycl, Ala c. • "KeN '• a lew Da!p for SobetlaU.aa Tta.i Vritiftaa, • 
luia .. , ........ vol. as,~.......,. 1117•1HI, P• 10. 
Fe • loiW t!ae , ... .._. baft 80tllllt a tiaed•wrltJq pln tbat 
WOtll4 at.alta .... ly J.lloMUa tJpl• .......,, incNae• typina apMCI, 
..S alaplity the Ul'kiaa ad INd.laa et papiN. Ll.oJd olallla that 
Cbu1: II pNHata the bolo •~• of pNCiMly auoh a plan. 
n. baale lcl• 1a to uu •• aat of tiaed wrltiaa atalldaNa 
t~Wouataeut each .__._., vltla t1ae4 wltiqe ltllat....._ ..,_, a!x 
weka Uti tlla ..,.. tol.ereaoa NCiuced efti'J --tv to ,....,w. tbe 
•aeatial ,........ ,..,. lapr••••t• 
laatMII of papera belaa ...... oa a 4ul baaia of apH4 aad 
~. ,.,..,. ........... lely - ...... If tlla ,.,... ...... 
..,._.. tbaa aJJ.ovecl1 lt Ja aot •Uan.l• ,... SN41aa· 
TJae apHcl Nqt&lHHata keep the atud•ta INa •taJlas ill lew ,..,, 
T1M erMI' tol.eNJaH la ........... at U. atvt ot eaola -•t• to 
....... atretclJa!aa tor apMd, yet tlpt .. •IIMIIh 1ft tbe • ..,... ot the 
.... .,. to keep ...... INa aatt.taa out el Mla.U. Vlth eo Mmle for 
..e:r- ... ,...,., the atlld..-t Ia UMMt .. te trJ t• a Ja.talle Nte& 
with a ChtiU.as • tba a-.. of wr•• M 1a ,..J.tted1 hla vi.W .... 
la evtaUed alllll dlMipU . .t. 
L~ IM11nu tbat ha baa a •• •••pt of diNct~ aldU 4avalop-
-t • ......._ t!.Hd witlap that ua pl.dc • oJOlAa ot tJalac J.aactba 
u4 by elf.aU.Ul'J ..... l.bd.ta. fte tNM• fl'• ~ ••.taa 
all4 ue ,..._.. of apMd at..._.. ..Uta Ja Ida• .,..aa. Ttae 
pitdMl tlthtealaa of _ _..., _...s..-ta wltllla ......... ,_. r•alta 
1a S.,.wed uouuy. The -• ot ..-staa jat a faw "for-tM-•ao..a• 
tJ.a1 ... Utet'J.allJ Ndu• tba t-W'a pllpiP load. 
CHART aa 
TIMED-VIITIBG PlOIJWII BASED Olf LEIG!R CYCLE$ AID DROl LIMITS IT LLOYD 
1 2 ., 8 
LBctb of 
Lrmaut •• Six llqU.11lty c.... ·~· fw Eanla1 T•t TW'a WHka 
-· 
ll'NP Lbatt x r--e 1 1 
2 Mblut• 1 1 ........ 110 as 21 20 
3 M!mat• 2 
s M.lmltu a 
3 Mbaatn 1 2 ......... 51 50 35 
5 M1mat• 2 
1 Mlnutea 3 
3 Mla.-a 1 3 . ., ... 65 60 50 .. , 
S Mhvt• 2 
7 M1mtt• 3 
3 M1mat• 1 .. , ....... 15 10 60 50 
5 M1utea 2 
7 MliiUt• 3 
.,_...,, Vll.Mr c., •A So•..uet for typewlt.tq e1a .... ,• 
Bu!Hu. E4uatt..l ,..._, YOl. t, llay1 11151 PP• 2-.21. 
DoNeJ adwoat• tiMI ... ef a ••••"-t ,_ typlaa olaa- if __.. 
dae 1a ••t..t tw t ... hl.aa aad leU tiM,.,. pacl1aa ,.,.... 11M knplaa 
....... The pl.aa la .... on tile papl.l'• d•f.N to kaov where u atucla 
.. .., .. , •• .,...,. weallt ar.t • ...,. ar•l.aa ,..w. Each pupU1 et tta. ed 
of ... b olaaa -•loa,. ....... hie total po1ata for tbe day cm a ....... 
aheet. 
I•t..S of SN4J.aa ad ,....lila .. ..., ,.,_, tve • tlut• uala•nte 
ue eelaeted 1.- euh papU dvlas a ...ac. The at\Mlat .... 110t bow 
vh• Ide paper 1a to be OGI'I'eot.S. It 1a ""'"*' to llJa Galy U • _.... 
1a ,_,..-baa uc1 eJae4klae ill t.-. If • papU loa• hie .., .. " .. "• 
be la ......... the Hapl• ........ .., ... n.ellw. 
The arlthaetlo el tlM __....... Ia sillplltled •• •ob u pouJ.ble. 
Eaeb day • ltu4at .., -- • ,..dble tvelltf polsrta. ,... flft .. polata 
f• tiM 4ally ... l&BMat 11 appllecl to vtlattw• utelala or work the 
, .. ,... ••U.· If tJM a1ua 1a typiaa 1-. ... •• ..... lettu~ 
ue aaleotld al fltt .. pol•te •• _,.... to t.._. 
If a ts..t wltlaa tw ••• ,......, 1a 11.,., fU.. polata .. 
-Sped to it vltb a ....... .._ of ... ,.._ I• aub ....-. If apea4 
awl ..... .,. ue u he kept Mpi&H'te• a -J.e aSallu to 'the .. ataowD 
... CJautt ...... bl ...... 
To fW .... the JltlpU atu4a trt 87 ,,... tba total pola'te 
eco••llat.t aN cll•Wed 1tJ tM ••• et .. ,. • vlat.b potat. AN 
NCOJ!d... If a lett• ..... 1a 4•1.Nd .._, two •••• tile __.. 1a 
41•Ued "J t• u4 the I'IRlts an appUAIII to a ,..tet.,.lae4 aoall 
euoh u tile OM J.a ewt .... 
CHAIT 3,. 
leOIESHUT FOJt 1TPEVIITIWQ eLASSES BY DOISEY 
Cla•• atte4ace 
T,_..ltl .. teollaJ.4Ue 
Selt-ooGtNl 
Deily AH1aaaet 
Total 
2 Poina 
1 
2 
15 
-
20 
ACCUIACY POXlfTS SPUJ) POIJTS 
..... , (ppa) 
37-13 
0..181TG&' 
2 
.... 
..... 
8 pointe 
• 
.. 
2 
32-28 
27•leu 
• •••••••••••••• 20.19 
••••••••••••••• lt-17 
c •••••••••••••• lt-1 .. 
o ••••••••.••••• u-u 
7 pointa 
6 
.. 
3 
.... ~ .... ,., . . .. - - - - - -. - - ~ . - . . - - - ~- . -- -- ~~ -·~ 
*D1v14• tM to'tal polata ~tell by the aU8M• ef 4aya oa 
whieh polata..,.. N08Ned. (F• 1Mtaaoe1 ..,_, 10 d.aytJ) 
12 
O.lAaitb• aa-.1, "A Slaplitl .. T,._itJ.aa GN4J.aa Pln," 
Bti81HA U...tioa ._ae!• ftl. 111 A,.U, 1tSI, PP• ll•lf• 
AM..ataa n GoW•lth, •• ., tu ... ooatutaa aDd 4iatvWna 
...-~ tlaat _, ,,,. ,_.._. ...... to , ... ta thl fCII.IWilatloa ., 
a WOPlcable, ,..atJoal• sJ.aple ..-J.aa plaa. 
He ol.IJu that ,.,.nJ.oaUy all wtl.olea • aetlaacla r4 ..-1aa •• 
MM4 08 .. lou ol\U'ts tlurt ba'la-- Sft •P --~Uaa te WG1'41a a al•ta 
w ..,.. ... ,. u.twtaatuy1 tba •pMa11t u oa t.IIMd wlt.f.aaa of etNitllt 
oew1 ••• t.._.tl tlaa Neat t,_. la to .-... padatloa. 
Gol.t•lth ,...,.._ •t u oaU. a •.laple1 pNOtloal plaa that 
.... _... ad.atp~ataly the ..,, .. tlna of tltoe t»hlc .-.... He belleYH 
tbat Chut 31 la the •ly •• tiM t ... w MaUJ aaeda, oaoe be Mil 
aet up ata..._ VM atawlana MGOI'dl .. te ••uten, 
Ie m• te llluuate the p•U.q plu1 a fw a..-ptlcMe •• ..sa. 
The •!a'- .,... Nqui...U ,_ t1da ~louJ.v clua 1a ao ll8t wolda a 
almrt.. fta t!M al.1owed fw ta. ._plet1cle fll tbe '"'eat la 30 almatH. 
TM lette. baa a tcttal of 120 .,... • .Soil la 'f:7pld • ••1 tlaaa • la 
poaaibla ta the ao 111•t•• 
Sbca tl\e ......_. tw lettu WJtlt1aa u 70 ,... cat fill the alaS.. 
.,..S .,...u.a.t, 21 VM WCIIW Mall• a ,...laa ..... of eo. Tho atv-
4•t ocapltlt• I fall lett_.. a4 t,_ u IIIL:llt"-1 81 VOI'4a • ttt. 
alath Jftter1 RJ.oh 1a -..ptable tap to tlat pe1at, Ia otl\w WOI'dat u 
typee tas WOI'Cie 1a ao ataut•• or 21 ... • ... e1vea a...-. ot ao. 
au,... tt.t1 of tlae I let-.. ........ la• a v• aoeeptaltla• tbe 
NMla!q 2 .. ule. fta atucleat 1a t-. atna 8/1 of l\ia pe4e of 
to-that 1a1 II polata, !1M ...... tlaet J.a ..... • tve taet.a-
spaecl ad uoaptabUity. 
CHAIT 35 
PltODUCTIOlf GRAD!Q &CAL£ BY OOLDSMITH 
t.£T1'ftS EJIVELOPES 
70\ of ala • ..,. t• pa4e of 60 $0\ of aln. wa fott aNd• of 60 
UADE MiA. Typlaa Speed bJ S..n_.. lila. TJP!q Spe414 by SeMat•n 
20 25 30 as •o .. , 20 25 30 as 110 115 
100 22 25 21 32 36 89 18 20 23 25 28 30 
95 21 211 28 31 as 38 17 19 22 211 27 29 
90 20 23 27 ao 311 37 16 18 21 23 26 28 
85 19 22 26 29 88 36 15 17 20 22 25 27 
80 18 21 25 28 32 35 1 .. 16 19 21 211 26 
75 17 20 ,, 27 31 ... 18 15 18 20 23 25 
70 16 19 23 21 ao 33 12 1' 17 19 22 21t 
15 11 18 22 25 29 32 u 13 16 18 21 23 
60 1ft 17 21 2 .. 28 31 10 12 15 17 20 22 
55 13 18 20 23 27 30 9 u 1 .. 16 19 21 
JOUQH DRAFTS• FILL-liS TAIULAttOifS 
•o\ of ala. v.a tor pate ot 80 30\ of •in. vaa f011 p.te of 60 
QJW)I Min. Typtac SpMd 1>y .._.,.,. lie. Typlftl Speed by S.•ten 
20 25 ao as ItO .. , 20 21 30 35 110 flS 
100 11 18 20 22 2 .. 26 1" 15 17 18 20 21 
95 15 17 19 21 23 25 u 1 .. lJ 17 19 20 
90 111 16 18 20 22 2 .. 12 13 15 16 18 19 
85 u u 17 19 21 23 u 12 1" 15 17 l8 
80 12 111 11 18 20 22 10 11 13 1tt 16 17 
75 11 1a 11 17 11 21 
' 
10 12 13 15 16 
70 10 12 116 16 11 20 a • 11 12 116 15 65 I u 11 15 17 11 1 8 10 u u 11l 
60 8 10 12 111 16 18 6 7 9 10 12 13 
55 7 9 11 13 u 17 s 6 8 • 11 12 
'l'lle ,...,... of •-.••'• •'*'1 la to aMv how 2 x 2 oolol' alU• 
oaa M .... by tu taoher aad eff•tlftl.J .... f.a the teaollJ.as of 
t,_..ltl•• It 1a .UaJ:ted to 50 •• aU.• that en be aacle aDd 
ued fe bett• ,......Utloa of tM t,...ltw keylloarcl to the Mah 
aaool atwtot. 
IM IHIU.vea tW. J.a a aMd fOP ... lurch l.a the teuhias of 
t,...ltlaa la hiP alaool •-• eo _, ..._ .. 1•• eohool ...s 
•t• the -. ...... wwld wltiMMt tutw tNlal•· If a ••lea of 
.w .... ,. .... to ,. ... , .... ,..11 , ... ,,...lbP k.,Nu4 
ud to atlalate lat .... t J.a l...,.ba, .... etudnta wiU l.earD 
t,_.ttlaa at •W h .a.Ja to ...,... kt'te poettl.oaa • 
........ alv. ........ the ....... , .......... - bow to--
.... lt. alW• ,.. tMOhlJia t,...ltJaa effMtlftl.Jt llMt bu kept 
a -,let• NooN • hew ..... al.Ue !a .... • ..U aa ._ it Ja 1IHd 
J.a tlut .~ .. 
Tile two ••-• .,_ wla1cla tlae J~'e~Malta .r tiWI atuclJ .,.. -. .. 
.,... 'taqlat clwlaa taa. l.tn-17 ..-.J. ,.... ID ett.t .. ...ae to 
Mt •P a apM.t.al ~ folt th.la work. 
TIM ....U.ta ot tiM a'htlr Aow tllat the at114eata •1• tM allcl• 
.-... ...--.tlal ,..... ....... * aWileata aot alYe t"- oppol'tu1ty 
of •iDa u.. Cbut H Ct.-'ta1• • .-....... 1»J wta1u l!aotb olau• 
........... 
Tile COMl•leu .._.._ la tb1a ._., _.., of ....... , •tatlft 
_. .ua!t.a la tileD YaJJditJl ..., .... , ~e.- la of 'tM opbtoa tbat 
J.l tile ... lta of .......... , ...... J.a tlae ....... ,. of typevl"ltlaa, 
the •Wlty of tile al.Ue aet.W ot teHlalaa wlll be ....._.... 
'' 
CHAIT 36 
GMlJlNQ ITAIIIWUlS rut MRIT•TUI TYP!VRXTnto BY MORQAH 
QNIIJ.as Spud Per CUt of G...Se 
PePiod Scale 
.,... Pl'oduetloa Euewtlal Kaowlecla• 
1·6 -- ... 1. P•ture 2. Attitude 
a. Stroklaa Tecba1que 
... Iuertillt ,.,... 
•• 
Work H01ta 
2-6 v .. u A •••• 21 CVPM 20\ flO\ 
"' •.... ~~~-
c •••• 17·20 
D •••• l.a-11 
a-& w.e~ra A •••• 32 CVM ... , 25\ 
..... 2a..tl 
e •••• ttt-2'7 
••••• 20.23 
..... v .... a •••• asCWN 40\ ... , 15\ 
.......... , 
e •••• ao-aa 
D •••• 2Wt 
s-& v ... A •••• aa WPM 41\ ... , 10\ 
• •••• 1 .... 37 
c .... ao-aa 
n •••• 2s-21 
........ 
'····" IW'Ptl "' 
.. ,, 10\ 
• ..... 1'749 
c •••• awa 
D •••• 2W2 
P..Suotion vill bl INaH4 .,.. ty,.....ltlac Ml:s..ltle l•tt_.. • tabulAitJ.ou. 
---•J.pta, &ad otllu efflM Htutal. 
g ' ~ i r · r ~ 1 ~ r t ~ t i ~ ; t • ~ = l ~ • i ~ l [ . ~ ,. i ~ i ~ ~ ~ J 4 ~ ; 
1 ~ l 1 f i t I ! t ' 1 ! ~, , . j i I 1 •1 1 : l ~~ 0 i i i I .. . i ,. ;- ... = • ~ . f i I i .... !fl:fa}ifijl~iffifl~; .. ;. lJ 
f ~ s li I i J l ~ I ! J ~ 1~ i I ! l, { $i I t ~~ $ il 
, , 1 t ~~ 1 . , . .. .. 4 r 1 • 1 • t: 
• ; 1 r i ( r f 1 f f ; f f ( 1 l .. · 1 ... i . g ~~ ill. ,. q .. i 1.~~""' •I r .. • •• I ! I I I • i t I f I 1 : 1 ~ ~ 1- f .. 4 I ~ li" • i 
• r f ~ 1 i & ~ ~ I r • 1 & 
l .. lrlll!• ... ,. l~~ =I :!Jr i t • = l • I f I I w l ,. r • ~ 
' I i i I t 1 I i f r I If • r ~ 1 I : f i ~~~f~!f£1j'lll[ J,11.!.11 .r!.lt ~ 
• r i ! • ~ • 11 • i c ~ I ... 
I ) i ! f r • 1 •. f l ' : ~ 1 ! } 1 ~ f ~ ! ~.: ~ f I i I li' l 1 • ! ' • .f l+ 1 I i . f t ... 
l I • . . 1-- I 1 e 1 ~ [ r r : 1 1 ' 1 : 5 • ~ .. , i ._ I. • I o o. :: f 1: 
• . .. r w • ' = ~ • ~ t I ' . 1 i l .. 
• 1 I i I I ! t I I i l ~ ~ I i : . i 5 1 i r a i i I i i =- ! l ! t: I ! 1 i If 
.. : "' r "' • • ~ • r ~ • .... li" • • .. 
r • s 
CHAKT 37 
GltADIWG TIMED OlTINGS BY HEIJ1TZMAW 
nJtST SIJIIITD 
3-MIIUT£ TIM.ID VIITIHS 
VMk A I e D 
8 33-31 30•28 21•21 22-20 
g ..... , 31-29 28•211 23-21 
10 31-13 12-30 2t-25 tlt-22 
u lt-311 31-31 H•21 25•21 
12 37-1$ 3W2 11-27 21-211 
.................. .............................. a ••••• I I ••• 
GM4e 
A 
B 
c 
D 
W.ek 
13•111 
15-16 
17·18 
A 
0.1 
-
-
-
Ondtaa Su1e 
I c b 
2-a ... w 7·8 
0·1·2 a.....s 1·1 
0·1 .. t-a ...... 
0•1•2-1-11 
5-MIJIU'f£ TlMD Vl!TDIQS 
B C D 
12-aG 
SJ-11 
...... 2 
21-25 
S0.21 
11-2'7 
........................................... ••••*••··--····· 
Qnde 
A 
I 
c 
n 
n 
1-lO 
7-8•1 
...... ., .. 
1-2-a-a...S 
loau &rPor 
Allowace 
.. 
5 or 110M abcwe 
Jalah r.. week 
A ••• l...S 
I ••• 11•5 
c ...... ., .... 
D ... 9•10 
10 or ••• above 
hlgll ff!//f' week 
A ••• 1•3 
I ••• fi.·S-6 
c ••• 7-8·9-10 
D ••• 11•12 
~ -- .. _ - - -- • - > - - - •• - • - ~- - - - • • ,._ 
UAMPLia Ia a 1411N'te witt .. 4vlaa the lltth week • atucleat types 35 QWPM 
wl~b II ...... Leute the lfttb ••k acl ,_ will fiN that 35 fall• UJIII!er 
tu celaa huded (A) at the tctp. 'l'lae (&) laUoat• the pede for speed ealy • 
..... title (A) eaa 1te tN_,..ed to a ......U ar-t• ffW apHCI. ad acaaruy 
b)' ••lac to the Male fw kl•te t!Md w.lt.lap at the bert.. FW (l) 
uc&er the ~ CIADU allll Nlld to ,_. rlpt to fllld tlM ....... It 
bappea tbat It ..,.... fall uder tke oel- 'bM:le4 (B). Thie .,.ld be the 
atwt•t'• ..-e. 
•• CHAIT 87 ( ooat •) 
SECOIID SEMESTElt 
5-MDUTI TIMED VJUTIRGS BoGue Error 
We•k A B c D AUowaace 
1 39-36 35-33 32-28 27-25 5 01" aor• &hove 
2 tao-3'1 3&-afl 33·21 28·26 blah for Vftk 
3 ltl-38 3'1-35 3-.ao 29-27 
4 Al2-39 38-3& 3141 30.28 A ••• 1-3 
5-6 43 ... 0 39-37 38-82 31·29 B ••• IJ•5 
c ••• 6·7·8 
D ••• 9-10 
7·8 ....... 1 ~· 37·33 32-30 9-10 •s-•2 lt1-31 38-lfl 33..$1 10 or 11or-e ahoY• 
11·12 ........ "2-"0 31-15 31l-32 high f~ VHk 
13·14 .. , ....... .. .... 1 lto-31 35-33 
15 ........ 5 ......... 2 1tl•37 .. ., .. A ••• 1•3 
16 -~--- .. s-.. a .. a-a a 37-35 B ••• a.-s-a 17 so ... ., ........ ltl-31 38·36 c ••• 7-8-9•10 
18 Sl....S lt?-45 .. -...o 39-37 D • •• 11·12 
............................................... , ...•.. ... .... 
Gradiq Scale 
GNCle A B c D 
A 0-1-2 a .... s ·-7-s 9·10 
B 1·2·3 .... w .,_ .. , 
c o-1-2-1 ..... , ... , .. 
D 1-2-a-•-s 
EXMPLEa Ia a klaute wltlaa 4uriaa the llttb VHk a a'tttdat types ,.,. QWPM 
witb 6 ... ...,... Locat'e the l*'tb wale aDd yau vtu t1D4 tNt '"falls Ulldv tta. 
co~a headed (A) at the top. '!'be (A) ladicat•• the pact• tor speed oe1y. 
This (A) oa be tra•apoMtl to a cwe...U pede for apncl u4 HG&NCy by 
c•J.Ds to tbe eoale fw 541Mate t!M4 withp at the bettca. F1114 (A) uiiGv 
the eot.n CRABE ad rftd to,._. riabt to fiad t:be errore. It bappna tbat 
6 4t!'I"'N faU u'ftdu the ool.DD Mad.t (e). Tbta 'WO\Il4 be the atwt•t'• &•*'•· 
~~on et tiM ,utJ.aW ,,,._lt!aa aocvaoy cur-ta ... wilt ora the 
f_..lllat MI'NGt _.. 41•Ued bJ ..... WINia. Griaa bellevea that 
••• cu.ta .._. tva ...-..... rt.at, .,.., ,...eataa• flP" lMtatu 
with tile • .-. •t• tbeNIIy HD4•taa lt -.1- aa a 4lffeNDtlatlna 
faetor. S.fi0Dil1 a4 ... ..,_tan, tH ,......_. .. :beu ao f•Uf.ao 
100 
NlatSnalalp to ldtv &Md•· r .. -pl.•• a trPlaa effort of 200 a.-
word• ad 8 ..._. will ata4 - a ,... o.n of ....... , of t6\ by •iDa 
th1a f.-.ulae ftat tlpre ..... a lett• patla ef "A" to ...-t people. 
Yet• it .t.aa•t .,.., alpUJ.Mat u fu u "'!a& ...... , la .... ...-. 
Tallba a trt114•t tlwlt We H\ la 'tJpDs ......., la tMrtt. ollly • .,. 
1• l'aaN ,..,. b1a to ..... 
O.J.cp atat• tllat 'tMH ., .. tS..a ... M el1alMW lay 1Nlldlft8 
a ollilrt -. .. • tile '-••la• Mt .,... 4J.Yf.4ad t.y ..-veda. Ualaa 
Chafot H fw ...,..tlaa tH ,_ eet of ....... ,, 200 pou _... aM 8 
_.._.. wlll MeUM 10\ ..... 1a ...au, --tat• with tiMI 1.._.. 
...-• ., .,. by' tM atull•ts aal ........ ,..,_ fOI' thla ,..nteul.e 
.... ,, ... )' t,l .. , ....... 
To •• tile •"-'• tiM afalat fDda • lt tile Metl• plaea flf tlao 
...... _. ... .,.. ._..laatlell vtaia 1ae ...... • 't1PJ.aa .,,. ... 
rlwltaa w.. ..- ..,.. • tile o~a~wt to till ...,..... t•aty wuda al•• 
a utJ.at.ot..., ,_ ••t et ___,. Coafwt!q lt lwto lott••pad.e 
..S.•J.eU .... Jldlt•l• ,...... Ill tlae ....... 
ClWtT 31 
PElt CENT OF ACCURACY CHART FOR TYPEOITtlfG BY GRIOOS 101 
GROSS IUMJEI OF EUORS GVPM wmms•~~l----~2----~~----~,----•a----~,----~7----~.----~·,----.¥ro~<~> 
100 
120 
180 
200 
260 
280 
300 
820 
380 
.. oo 
.. 20 
.... o 
~0 
lf80 
soo 
520 
SlfO 
560 
580 
600 
.. l ' ;'oJ•',:~·.': eo.o \.i.,),~tf,, ao.o so.o 1t0.o ao.o 2o.o 1o.o oo.o 
1.1 ''l aa.a ,.\i*o.:,·, aa.1 sa.a n.o •1.1 aa.a as.o 11.1 
tl; ·. , '·1r~·W)\ :;':'k . . , 
92,8 j':j81.,7;,~,11·· ·;t~/.:;,1,l •• i· "'·' 57.1 so.o ~t2.t 31.7 28.6 
n.1 !: ·•1~~:~. .a \.~?~~~). aa.a tt.s sa.a so.o "3.8 a1.s 
i .' ·; .·< i ;~:i . . ,~':, -:· .t!.~>.'-~ < ' ! 
, .... : ·at. I!,: aa.a '"•~'·.: \'>12i2 ~L-••~ 11.1 ss.6 so.o ..-.s gs.o !~ •·,.o 1 as.o ao.o /?s,.·o~: . 7t .• o ,' ts.o eo.o ss.o so.o 
! ' ";/· .'' ~-.-, -~ -~:' ;, .,:·.:~i 
95,1l l· 00.9 ·. H.IJ l 81.8 1 ;17 ~~< ,· flt1 ( 68,2 68,6 59,1 Stt.$ 
ts.s 11~1 I·.''·' 1 u.s l\;·,tu .· .:.,~·~> 'ct••. :~ 11.1 e2.s s8.3 
28 
32 
36 
ItO 
52 
56 
60 
... 
u.1 12.a : faa~li}L e-..a ao.a i::Til;·;i:~.l: 6fh2 es.a. 61.5 
..... A 92.9 ~ .. ~··•sit''·'· ·18t2 ·:~''·•$:'"tt'·•o :~1.-. )._'1~9-l ,~ 
•·• ta.a eo.o ::••' .,I aa.a. ao.o ~~,:''·' ~':?a.a:';i .1:0•~\:\ 6&.1 
M.a ta.a eo.& . ,e1 .. s u a..... 11.2 <·.7~.1 :• '71.0 :. ;.1'~·r.'~ft 68.8 
11.0 t~t.1 .:.tl,t: .:: •• ,,::/ as.a 12.1 ··~:;,,.,.:. ,''·';.~;.;~.~··,. '·~~~--~ aa 
91.2 ,..... 91.7 r;:aa.t ,;11.1::1 aa.a ao.-.--r,·•.t'?t.o :~~t2' 72 
i ~··· ........ }i ••• 2 81.1 18.t ::· . ~··· 1$.1 91.3 .... 1 92.1 
91.5 es.o 92.1 
91.6 t5.2 a.a 
91.1 95.1 93.2 
97.,8 91.7 u.s 
"·' 
9S.a ••• 
18.0 96.0 M.O 
98.1 16.2 M.2 
98.1 96.3 ...... 
98,2 ..... ..... 
98.2 96.6 ••• ta •. a 96.1 ts.o 
i.~~··o. · "•''·!I n.o n.s 8o.o : ''·' . ;1•s .• o 
~;;·..... a&.l.<"8J.7~~·1 83.3 81.0 7G~.-~:~~·;t, •• 2 ; .... ' ~~ \~~~·t l .... 1 81,1 '"' l,/.,"· •• ·.·~· : 
11.1 . at.l .. ~r.·*1:•"~l''·8 82.& ao ... 
11.1 i j:••·• ·i*",t·: ~-~'!_-~ aa.a 81.a 79.2 
12.0 · 10 •. o/ aJ~:.i aa.o i a-..o 
92 .a ·· ,., ... · at~f: •. ·:i :~ ••·•, i att.a 
. '. ~J . : .: i 
92,.6 :; 10.1· •••'>' 8'7.:0:;• L as.2~ 
92. t i ' 11.1.: ;_....... 81 .;;$ '·: ••• 7 ; .\,·' . .. ~· .. ~-· ·~. \ 
ta.l : ·. 11.-. ·. 11.-1 .)fJ~,.C ,; at,.2 
..... I 91.1 .: .... ·~~' (:811,.1 
'/,, .. :,: 
BOSTON UNIVERSITY 
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82,0 8o.o 
82.1 80,8 
aa.s 81.5 
13.9 82.1 
.... , 82.8 
85.0 aa.a 
16 
80 
84 
88 
92 
96 
100 
104 
108 
112 
116 
120 
With C'ltet 111 tbe et114•t cu -111 det ... JM with what per e•t 
of ......., he t. t1Piaa• 1M ,... ..... 1a tlpred oa tM hula of 
oorreot wuda pv aiaute. FOI' --pl.•, lt tlae ..-at typea 200 ..a 
1a five a!aut• with two -. ... be 1a tJp1aa 118 WGI'Cia OOITfiCtly. 
The ,.. ••t of .....,..,. ia toua by 41ri41q ttae total ....._t VOI'U 
.. , tlaa total tf0114a t,_. (118 d1wl4e4 .., 100). Tlae atudeat la a Mtt• 
of MCODcla, Ob leut. oa the ollut Ilia ...-• trcfta ,..- abllte (ItO) aft4 
bla ...,. ... (2) ad a.- 'bow ..-.ata1J he ._ typed (88\) • 
cart• ,.,.... Ua _. of tlila ..._.. u a t!aa _.. tw , ... -.. 
102 
wbo oeaaU. ......,, u - ot tha -••at puU et a flaal auk la 
typawritll'll• lllet u auadal'llle fR pldf.aa ... aat for ....ta ,.. aimate, 
eta..._.. tor ,.. oeat ot _._..,. ou IMI •ta~tllab .. te •• 1, e, etc. 
Tl\e ... of ,,_ U.t la fla&.U.la. n. eliut eu ..,.k fw a 
uub• "'-t'*" 11aa 1a ttooatNl• .......... , •• ,.... •Wall, .,. ...UJ 
.... _.... wltb ooatNl _. .,.... 'fM 4!1,_ •••• 1a !a the lat•pnta• 
tSoa ad tile ... --... Ht. rou.wtaa e111ut at ... the atall4aJIIcla 
.._.., .. .,,. can.. CoaMrtlaa lt lDte a ltfttw IN4• •labt ,.._ tile 
ehurt 1a. llullt•la featve ef .. _,,_ ....... "'CMI"'t ••• 
20 
22 
24 
26 
28 
30 
32 
" 
36 
38 
48 
so 
52 
54 
56 
58 
eo 
62 
... 
66 
1 
l. -~?~*-!. 
tt.l 
99.2 
99.2 
tt.3 
99.3 
"·-
"A' 
''•' tt.s 
n.s 
"·' 
••• 
"·' 
2 
, ta.tf 
98.2 
••• 18.5 
..1'.-------,·· 
f 
1 
ea.a 
98•7 
•••• n.a 
99.2 
tt.a 
99.3 
•••• 
CHAJtT 31 
PO C!tfT OF ACCUIACY CHART I! CAI.T£l 
' 
FIV£-MlliU'f£ Tli!D vamxa 
...... of £rron 
3 4 s 6 7 
9'7.0 u.o u.o M.O 
17.1 ..... 
''·' 
.... , 
t?.s. 96.7 95.8 95.0 
17.7 __ --
"·' 
96.2 .... 
''·'I 91.1 96 ... 95.7 : ts.o 
·} tn.a "·' 
H.o 
H.l 97.5 I .... .. •• 
, 'I 
u.2 t?.t I 91.1 "·' 
- I 
98.3 • ___ ,.s ___ '·!_ 97.2 r 91.1 ·~- -"tJ';) . "·' .,.. 
"·' ·J ta~o ;.-)~\11_ls;· 11.0 
••• j H.l I'! 11;.tt 11.1 
i '' ~-, ."' '5: 
•••• l 98.2 ; .,:~:1 1! 1'7.3 
, •• , 1 98.3 "r'.t ;91 ... 
•••• ! 18.3 . .., •• ~~., ,_..,.,,., 
ts.o 
91.6 
94.2 
..... 
95,0 
ts.a 
96.1 
H.3 
••• 17.0 
.... i,l "·' ·•· ... o~U\t7••1 
98t8 H.5 98,1 :~_::!.,!,I~_/ 91.3 
a.9 1 ta.s 98.1 - t,.c:t;•D·'· 97 ... 
:::: ::: I :::: i~r:lj ::: ·1 
; 
< tt.o ta.7 ta.a 
n.o ''•' "·' 
8 
92.0 
92,7 
93.8 
93.8 
.... 3 
94.7 
.._ _____ ... , ... _.~ ... 
ts.e 
··~· 
..... 
•••• 
A • • • • • • • • • 19.1+ 
1 • • • • • • • • • ta.a • tt.o 
e • • • • • • • • • ta.l • ta.s 
D ••••••••• t7.S - ta.o 
r ••••••••• Below t?.s 
9 
91.0 
91.8 
92.5 
93.1 
93.6 
.... o 
95.0 
95.1 
95.5 
95.7 
95.9 
96.1 
96.5 
96.7 
17.2 
11.8 
101 
10 
90.0 
to.t 
11.7 
92.1 
92.9 
93.3 
95.0 
95.2 
95.5 
95.7 
The INtU.q aut u allowB 1111 CU.t 110 - clwla«l by Jtobba to 
•• 1a padtaa tlv ... l•t• typwl"1tl.aa tlaed w1tlap1 pated em the 
Hale et aOJ>NOt WOI'da pv alaate. 
Tile fefRla ut1c1 f• flaUac GOI'JI-.t ....Sa pep alaute •• pi'OpOIMCI 
by tow. 1a tu "-'*' ot atHkee aiaH tile .-.. of eron dlv14ed 
by s. Tlte Nnp of 21 atrolc• ued 1a tiM abolc• oolaa - ohoae 
by IHba aiaoe •"Y ,... .. ~ tbaa 21 atNkea NeUlts 1a a fnotloD ot 
a ....ct,.. alwte vhtoh 1a aot ..-Nlly •-U..s "'*' padJ.aa. 
The wltv haa1 llowwer1 aehJ.IIecl tbe ...._ col\BU. IutM4 of 
baviDc 11 col_. there aN ...., oal.y ,.,.. Thla w.a cl-. u the CWPM 
U the -· f• Ot lt OP 2 ....... aarl t• It ... It 6• 7 ~. ete. 
To UM the obut1 looate ill tiM atNkee ool- the...,.. of 
atHku typed, thea loeJc..,.. tM 11M to the pi'Optr error eolwta. 
The tlave abo• at tM.a polat 1a 'tile _... et oo&"MCt words typecl 
,.. aiaute. studarda ffW aN4e eq~~lftleata oa lte utU11ahecl l»y 
the ladlvltlul tuoher. 
CHART ItO 
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FtVE-MINUtt TIMED WRlTIJfQ QRADING CHART BY ROBIA 
----~-----.. ---~--------~ ---- --- .... _ ...... ---~----- -· ~-- . --~---~--~---·-
Eft'ON 
Strok• 0·2 a-7 8·12 13·15 
271-300 12 u 10 9 
301-325 13 12 11 10 
326-310 lit 13 12 11 
311-375 15 111 11 12 
376-1100 16 15 lit 13 
..01-425 17 11 15 lit 
.. 2 .... 10 18 17 16 15 
lt$1 .... 75 11 18 17 16 
lt76-100 20 11 18 17 
501-525 21 20 19 18 
126-150 22 21 20 19 
551-571 23 22 21 20 
516-600 211 21 22 21 
101-125 25 ,. 23 22 
626-150 26 21 21l 23 
651-675 27 21 25 21t 
676-700 28 27 26 25 
701·725 29 28 27 21 
726-750 30 29 28 27 
751·775 11 30 29 28 
716-800 32 31 30 21 
801-82& 33 12 31 30 
826-850 ... 13 12 31 
811-875 as ... a a 32 
878-900 31 as ... 33 
tol-125 37 36 31 ... 
926-150 38 37 ae 35 
151-911 at 38 37 31 
176-1000 ..., at 38 37 
1001-1025 lt1 ItO at 38 
1026-1010 lt2 ttl llO 39 
1051-1075 lt3 112 ttl f4.0 
1071-UOO lltt Ita f4.2 f4.1 
ll01-U2S .. , .... ..  lt2 
1126-1150 ... .. , .... ... 
1151·1175 .. , ... ..  .... 
1171-1200 f4.8 it7 ... .. , 
1201-1225 ... Ill .. , ... 
1221-1250 50 ... 48 .. , 
1251-1271 51 so 119 ft8 
1276-1300 52 51 50 41 
1301,..1325 53 12 51 so 
1326-1350 ... 53 52 51 
1351-1371 55 S&l 53 52 
1376-1 .. 00 sa II 
" 
53 
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MoU.M, Jtuth, •a.ttalte Cloall Olttala htlalte ltwtalta,• Tlp!'!ltls 
Rewa. wl. 211 lp!., 11111 P• 1. 
Whft a etud•t 1a 1lvea a 44811al.te wl.ttn etateaerat •• to what 
he 1a apeotecl to ..... ,u.h ctwlltc tlae t1Mk1 Mo11M bellev• tut the 
pupU obta!u bette M8wlta oa 'the t,ewltw. 
Dulaa he elglrt ,_..of teaolliaa Typ.lq I &ad II, au feud 
1•- pl.au a peat help la aoqabtlaa ...S 4leolp11M1 patd.ae J.atveet. 
a lliab atud_. of aolll•'MMat, u4 a 1w ,....._ ... ot taU.... 
Vlln tiM cGUN• 1a tiNt' latMi• .. • the laatNotw aplaba the 
plauf.aa , .. tbe etiH --··· All •plautS. !a ...... the ••• ,
- to .... &111 .... plaaa .......... ·- ....... ot .......... . 
clurf.JII tiM P"O•• .t ._platJ.oa. 
Le•••• 1 la TJPlaa I ,_..u .. t• a ~Ia atvdy of tbe bcBe MJtl 
vltb aaaJ .,... _, .... Ollly t.. tlaoM rc.,_. nJ.o 1a tbe oao l•Ma 
la the flNt•JUI' ...... tha't J.a •tlNly •la1•1• AU otw ~-
u.ta-ats ue -plated INa 'tM •t•lal -taJ.Hcl ia the tewtbook. 
,..._the.,..., M&lulaa, .U ,.pUla alwa a ...... All of h1a 
.,.)t 1a OWJieot.S J.a U. ,....... Ia •hu• !a tlae nepoulbUity ot 
aHiac tUt ta. f.a &l'fa tH CIOINet ..... t• eMh e•plet.. 1...-. fte 
.... t Sa ............... ., c , ........ 1, _,ln ..... tlae -~---· 
OMet a I fw Ofapletilla lt t ..... _. t1M& aDd aa A f011t tile thiN .ttePt. 
ay tollovlaa tllle plaa• the altted t"'at t.a ......-.. vbU.e otilo ettaclelata 
lathe el•• ue .,.klaa • a,.._hlatelJ tllo ._. 1oa .... 
Tu JMaoa plua ... aa •pllolt part ., tbo ~M~Ut• ..-.taa. 
The flnt d&J each pupU la &lftll a ••PJ ot the bade Scaale ahowa la 
cart ltl to be appUed 1a tho ........ 
CHAIT lfl 
CIIADltfQ SCALE FOil TYPIWJtiTDG l BY IOLt'NE 
UQUIIEIDti'S FOlt •~a• 
21 wwda Mt With U ....... of C lD l•aon plua 
21 ...sa ut with •• • .....,... of I la luaoa p1ua 
27 voN:• ut with u •'MI'IIP fJf A la 1..,• plau 
IIQlJIUMEtn'l FOR •a• 
21 .... aet vltb ........ of e la 1 .... pl..au 
25 voN.• aet with a • ..._. f1t I la ,.. ... plaaa 
21f WOJ!Ida nt v!th aa .,...... ef A laleaaal ~ 
REQUIIIUITS rot •e-
23 weda H't vltll - ....... ., e ln 1eaeoa plae 
22 ....Sa ut vlth a ....... ot a la 1 .... ~ 
21 tMI'4a Mt vlth aa .,..... ef A 1a ,.. ... plaaa 
REQUIIIMEHTS 1'01 ltJ" 
11 words ad with u .,...... of e la -- plaRa 
17 -.da ut vltb a •""P ef ala lea .. plal 
1Jt-16 WOida aet with a ....... et A 1a 1..._ pl ... 
rlve po.tata will tHI 4echaet.t r.. NCb .......,. BaalDatna 
vltb the tM'tb ... Jc, tile .-tui•t• wlU M pwtacl oe ftw-
alnta tiaed W'ltlaa•• OD tile f-.tentll veek• tba WJ~~ltlaaa 
will be l.......S to t• a!atat•• 
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lfcCal'thy• RlobU'd A •• "Aocvuy lftde lued OD Per CUt of Erl'Or,• 
!.!!!, J...._l !£ l•leeaa ~tl4ta, .ol. M, J....U.., 1111, PP• 72•74. 
Moeartby 1e of tM oplalon that tlMtl wltlftaa are the type of 
tuta -t pa...Uy •• to •-"" ..... , aa4 apaecl in typewrltha• 
Moat tMCllua 4uiN t. obtala .Ina theM tuta aepant• IIU'ka fOI' 
aecNNC~y a'llll apMd, altboqta theM 1a a Mflaetlcm et the aecuaey ot 
ttua a'ttldut tblwah tbe 4-.tutioa ot a paalty .la tipr.baa tbe aet WGI"CCa 
,.. alatate. TheM ia ao wy of cletend.aSaa, howeYer, tr. a aet apeed 
aloae vhetMr it refleota typJ.aa at a ..- .,... appn~~!Mte to the aet 
apeed or vbetta• lt Nfleota typlaa at a P•• apMCI which buMP 
ooaa14e..Uly Nd....S by the ,_alty •••tl•• 
~tcCarttay -atat a •that o1 ••.,.1111aa •• .. ...,. ..-. willa 
wlU take J.ato o-J.deMtloa •t -.lJ tile ....,. of enoN, but tu 
...... ., ..... beiDa typed ... the ............... 
Ke 4.-.lHd Cbut 112A whloh J.a cl•lpM t• _. witb a ... uute 
testa • 104t..a'te t•t• vlth • .... ...._ ot _.._.., Ull Cbavt fl21 
l011t •• with l.o..llmte t•ta with u od4 a-.. ot .....,.. 
fte aUiber ef ei'NI"'I aatl 'ttae aet WJICla ,.. abavte _.. .....,. ... t• 
all t•ta atlbeltted f• pa41q. At tM ad of -llMl"kba per!M the 
••liaa of tlle I'HOI'Cifld eJif'OI'a ad of the ut ...,.. ,_ a11Wte !a faaftd. 
To allow Hw the oMI"ta ue ... , t)la feJ.lowlaa UlutNtloa la at••• 
Tbe ..... .......Uecl ... 2---8·2-11 tbe .&a 1a a .............. . 
art-a0.2t-12-&la the ... u.- 1a 12. The IM't w...Sa per a.taute (12) 1a the 
firat colMa 1a fOtald alld folloiMicl al-a bOI"l-tally uat11 the •ert.lcal 
.~ Ha4ed bJ tile...._ ot •••• (I) 1a tat ..... u.~, al•ba the,_ 
••t of ...,._. (1.&). Follcwlq tile ctlauta are tile ataaducla f• per o•t 
of ...... ---- by llloCarthy ,.,. tM ... ., the ,..... 
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Net 
WOI"4a 
Per 
Min. 
20.21 
PER COT OF DIOR CHAlT lOR T'fPEVJliTIIO IT MCCARTHY 
10-Mlatate 'hat 
2 4 • 
5-Mf.mate Tut 
1 2 • 
·' 
8 10 
I 
l2 20 
• 7 8 t 10 
••• 
... 1 
lOt 
22 
u 12 
..... .. ....................... .... .._ ....................................................... .. 
22-23 
•• 
a.s 
••• 
.................................. -··· , ••••••• ,i ...................................... ..... 
2it-25 
•• ••• 
---· .................... e .............. •r I . II.·-- U • • ............ S •• .................. 
2t-21 a.s ••• 
.................. u ....................................................... ···········---
a.o 
•••• H • q l'tl W a .................... W 'f ·····-· ••••••••••••••••• a a I .................. .
30.31 
·' 
2.1 2.1 1.2 a.s 3.8 ... o 
................... It •rl ••••••••• S e •••••••• a& & -· .......... L ...................... .
•• 
a.o • •• a.a ... 1 
••••• ••••• r • I* •• 1ft • • • • I • ••••••• •• ••• • •••••••••--••••• •• ••• nr r •• • ••• --•••• •••••• 
•• 
2.3 2.1 l.t ••• 
......................... • ••••••••• •• ...... ,,. n • ••• ............ • •• i--•••••• ·--•••••• 
.s 1.0 2.8 a.s ••• a.a ...o 
...................................................................... l£11&··············· 
.s 1.0 
.......................................... I t• ljt •••• rm •• IIMltlJ ........ .- 1 ............ ... 
• s •• a.a s.s s.a 
•••• •••----••••••••••••••• tn•••••-••••-•••••••••--•• ••• •••••• ••--••••••*•• 
.s 
•• 1.3 1.6 1.9 a.s 
•••••••••••*••••••••••Wiil .il. I 4 ••••••• lSI .............................. ••••••••••• 
... 
•• 1.5 1.9 3.1 a.a s.s 
••---··------•••••---•• •••••••----••••• •• •••••• ••••• u• n ••••••••••••••••••• •••••• 
•• 1.8 2.3 2.1 
--·-···-·110·-·· ... ···-·N···-·0<1·-·-···---·····M···-··-·, ....................... Mil I M ..................... .. 
.... .a a.a 
...... 1111*• ...... *• ............................. £&. •t••••••• Jl ... ··-·· 11JIL1111 .................... . 
10•11 .... l.t a.1 
••••••····--·······I II ................... t ·······--•••••• 111ft 16 ____________ .,.... _____ 
... 1.1 2.1 a.o 
................................ .••••• Jd.JIWRMIIIT•r•••lrg I •• ········--····-·····---···--
1.0 1.1 1.8 2.8 2.1 
•••••• IIIII I ........ . 
C ··············*······ .............. I l ..................... . 
..... ., 
.a 1.0 1.1 1.1 1.8 2.& 2.8 a.o 
................................ , ...... 1 •• 11' •• _ ..... , •• , .............................. .......... 
IB-19 • a 
•• •• 
1.1 1.1 1.1 2.6 2.8 
··············-·· ........................ " .................... ·--··----....--...... _ ........... 
.a 
·' ·' 
2.8 2.5 
uo 
I'D CElfT OF EJtlOit CHAIT I'Oit TYPIVRITING DT MCCAITHY 
ElTON 
1 9 u 15 1? 19 21 23 
20.21 .s 1.3 a.s 
••• 
--••••• r • • ••••• • •• •-•••••••• •• ••••••-__.• J 1 •-••••••• • r • ••........,•• .. .,..,. •••• •••••• 
... 
••• 
........................................... ....•............ .......................... .. 
2 ... 25 ... a.l a.s 
.._. ........ _••••••tt . ............................................................. . 
28-27 ... 1.0 1.1 a.o 3.7 .... o 
.................... ltsn••••••••• •·••••••••••u•••--••••••••• tJJ ••- •••••••---• 
.a 1.5 
••• 
a.a 
................... ........ ..................... .. .•.. .............................. .... 
30-.31 •• 
·' 
2.7 a.o a.a 3.1 
--------.•* • ••·--•••••• t ••• •••u•• f · ••••---•• Y ll •••••••--•••••••••• ••••• 1 1 a •••••••--
·' 
2.1 2.1 a.s ... o 
................. , .............. t ............ J., .......... 1 .... 11 ........ ······-----------
.a .a 2.8 3.1 a.a s.e 
•••• t .................... ••••••••••••••••••• t .......... ••--••••••••• •• • a Ia ••••• • a •• • 
3&-37 .a .a 1.6 2.0 a.s 
••• 
.............................................................. 1 ~---·--·----·····---....... 
38-81 .a 1.& a.a a.e 
....................... , ..................... . I ••••• • ••••••••••••• ...... ......_•••----
.2 
·' 
1.5 1.8 a.o 3.2 
............ 84l•••••t I_ ............................................ Ufll ..................... .
1.8 3.1 3,5 
......... t ...................... - ....................................................... . 
.a 1.0 2.0 2.3 2.8 a.o .... 
........................................... f M .............. I • ------···----··········--
.a 1.0 3.1 
•• WI ............ M .......... # •• Wilt a•••• ••• :1 ........................ a ................ ... 
•• 
·' 
1.a l.t 2.8 a.o 
............................................... • I B a is··--····~··· • •••• ••••·*. &Ia ..... _....._.._ •••••• 
$0.51 .a 
·' 
1.8 2.11 2.1 a.o 3.2 
... ..................... ........... .......... . ............................................. . 
52·53 .9 
........................................... u ........................................... .
• 2 .s .a 1.7 1.9 
.... , .................................... ••••••* II ·~······· k ···----·•••••••••••••••-----
Sl-57 .2 .s .a 1.1 1.9 2.1 
................. Ill ........... , ..................................... --···--···--...... .... 
.2 .s .a 41 1.8 2.5 2.8 
............................................................................................ 
• s .a 1.0 1.a 1.5 2.0 2 .... 2.6 
~·--·-~ -- ~· -•• •"'-~••-- ·~··--~··-~~. -~ -•- - -~~- ~--- • ·~· -~---•·~ • ~ .... ,~ -·- .. •·•~~--n••_ ... _.., __ _..,.....,~~ ....... .---~..,.,_.,_.._ ... , ••• •~•_._-._ 
END OJ' ftAI STADAUS 
F!Nt•Y•• t,....lti .. 
Seooad•YeR T,....J.'tilll 
Dwlhaa1 SS..a A., ... t• TJp!aa ....,._ 'th 'Effwtlve' Way, • 
a..tMU . ...._, .... "-14• ftl. lit._.._, lii~J1 PP• 21-21. 
Dwabu nat• tbat •• of the .n ,...,laias pNit~ tbe teaohw 
of typewltlaa taoes la 1a 4et..tal.aa l:aov larp a 41dut1oa to uke tor 
aa err• !a a t.lae4 .. ,., teat. s.. teaoMN1 ot ._..., uke H deduc• 
tiou at all 1a Ol'diauJ ddlJ tJalap. att, u a ......... of ti'H pro-
4t111t1ve upul.ty, ._. Mtllod ot 4e4110tlaa !au ita plua1 at l.Mat la 
tt.!aaa f1f flYe alawtu • ..... 
F• a 10111 tiM, teacaheM luaft aada 4-..tiaa foU..lJ&a tbe tea• 
woN 41datlea f• ... ~a .. ,... • eet up Ja tlhl Iat•Da'tleul t,._ltfaa 
C•t•t• AltMII&ll 1t ••••• olwlwa a 1oaa d.- ap tbat tills atudaN 
of dedwtlea loat au ........... a,a.l• to tbe ltttldeat 1D ft.at...._. 
typ1111t ttlue ...... to M ao Jlett• WJ of dol. lt. 
lU 
Aftv a &Nat 41eal. of WOI"k ... •pw&aeatatloa vltb .,.iota• 
teeJaalqa• l• .......... apHCI aJid ~. Duehaa OODOlatl• that the 
Oftly __..t• .,._. of aettllaa a tNS .-.• of produet1• a,..S la tJPJ.III 
la to ..... tiM ..... , .... ,_ ........ , ..... tlla • atNlakt "" 
deduatta. fte _.t 1oalea1 tJM • .._,.._ 1a tlte • ..- of MO..Sa 
~- to ••MOt - ..... 
TIM pNbl• Ia to flad a -.altai. ... loft daclutlaa tcrr the tS.. 
... iHcl to _.... and ..._t • ...... vlt'-t e4df.aa u -tloaal 
-...~ tbat •load• tJae tfte t,ttat ab!Uty of the ..... ,. .. ... 
ta.l1....a that ttl!• .., taoul•• u1W t1w "'lfMtlve late of SpM:t• 
(Ctaet ttl) ..._. • Mkbaa a 4ell•tla et 20 Hloltda ,_ .. b ..... l.a 
• t1ft4S..te tilted teat a! ... a tne ....... et apee4 ad aoou•y J.a 
,.,. of na1 pNcl.rtlva •tput. 
CIWtT IJ3 U2 
EFF'ECfiVE !tATE OF SPEED SCAU: JT DUCHM 
QI'OU brora 
WAfil 1 2 3 .. s 6 1 I 
15·11 14.5 u.s 12.11 11 ... 10 ... 
'·' 
s.a 
'·' 17·18 ll.lt 11.2 liJ.O 12.9 11.7 10.1 9.4 8.2 
19-20 18.2 ll.t 15.6 11J.3 u.o 11.7 10 ... 9.1 
21-22 20.1 18.7 17.2 11.8 1 ..... 12.9 u.s 10.1 
.................................. ,................ _ ••••••••••• tl .................... _____ 
23•21t 22.0 , .... u.e 17.1 15.7 ltt.l 12.1 11.0 
21-21 u.8 22.1 20 ... 18.7 11.0 15.3 13.6 u.t 
27·28 21.7 23.9 22.0 20.2 18 ... 11.5 111.7 U.9 
29-30 27.& 25.1 21.& 21.7 19.7 11.1 15.8 13.8 
.... . ........................ ..••....•.. . .. . .......... ···-····· ..................... ····-
31·32 2t ... 27.3 25.2 21.1 21.0 18,9 11.8 lat.? 
33-31J 11.3 29.1 26.8 2 .... 22 ... 20.1 17.9 11.7 
as-ae aa.t ao.a 28 ... 21.1 23.7 21.3 1t.o 16.& 
37-38 as.o 32.5 ao.o 21.1 25.0 n.s 20.0 17.5 
----·····=·······--·················· •••• 
...... ... ....................... , ......... 
,.....,.. 
•••• 
aa..a 11.& 29.0 , .... 23.7 21.1 18.5 
41 ... 2 .... 31 .. 0 33.2 • ••• 21.1 2ct.9 22.2 19.11 
....... ..... 31.1 .... 8 11.9 2t.o 21.1 23.2 20.3 
......... 
"·' 
31.5 ..... 
···-
..... 27.3 2tt.3 21.3 
................................................ j 
...................... ,. I ••• ·····-·---
.. , ..... ........ rt1.2 aa.o ••• 31.'7 28.5 25 ... 22.2 
..... 0 111.2 .. , .. at.s •••• aa.o 21.7 , ..... 23.1 51-12 ..... 1 ..... ., lll.t 17.1 M.lt ao.t 27.1 2 .... 1 
58•5• so.o ....... lt2.B 11.1 81.7 32.1 28.1 25.0 
................... ........................ .. . •••••••••••••••• .................................... 
··-·· 
&1.8 .... 1 ....... 110.? 37.0 aa.a 2t.a 25.9 
57-18 sa.? ..... .. ... lt2.2 ..... • ... s 80.7 21.1 
59-&0 ss.e 51.8 .. , .. .... 7 at.? ... ., 31.8 27.8 
EXAMPLE a A atud.et typa4 at a .,_. apMII of H W8JI ad eac:la tt el"NN'tt ln a 
fi....S.1Nta teat. fte lftMtlft lata ot SpHd woul4 he ul.alated like tlll•• 
1. FOUl' .,....... veu1d ..,.. a 1-. of ... alaata aad 20 HOoade of ~laa tlae, 
baed: • a 20.....ad 4acluotiea foro euh OC!IITMtloa. 
2. A OM41avt ... Dd•20 .... leea of tJPilll tiM VOllld .... a 1•• of .. , 
wercta at the rate of 31 ... . 
a. The II"'SSI ........ of VOI'de typed at 11-. ,_. fl¥4l aiawt• Wftl.4 be ao. 
•• hcluot ta -a WOI'4a loet in corNetba ..,.. t... tba 180 II'OU WJ'da typed. 
s. The ..,...1adu of 112 w..ta 1• tile MtH1 aaber ot WOI'Cla that ..U be 
procl\IOtld if .... I'." ... .......,. 
e. Di•U• the 182 WOfd• of etfeo'ttve t»iaa by the fi•• atmat .. of aotul 
alapaed t1•• ad the Bffaot:lve ,,._ ia 21.-. -· 
ua 
H•le• -..11 J •, •aowtaa Tiaed. VrltliiSit • Tbe JIIII'Dal !t JQJHH 
14-tloa. ftl. 21, DN.U.r, lhlt PP• 11•21. 
Boalu report• • -..... Speed_,_ C.t of IJtNJ!I Methocl" of 4eter-
a1aJ.aa ._... la ts..l wlti.llp. 11da MtW ••• lt ,...Sltlo tfJI/I the 
tMO"- u4 tlae a'btdat to nalyae apMI pt~Mly • a fact• la ltHlt 
with ao ar})l..._, 4elluot.._.. fte f~ ot .. ....,, • 4epae of UMI't 
oaa 1M ual,..a 4."!ek1y a4 wMt Ja ..,.. lapottaat, 'tM &Oe11NOJ ••• 
1a foad 111 Mlatloa to tbe apMd • ...... ty,.t. 
••-• tu two faot_. of .,... a6l .......... U.ted Hpuately 
ue t__,. alltl tiM atudeat oaa fl'IJeklr •at...tae wlllota ot t\\e wo ..a 
apllClal •tt•tJ.oa. flwt ,.,_ ••t ot ...,.. Mo.d ukM lt o.wea.t.t 
t• t!M teaolaer to ......- te tlleM --.ta Mlew a oertala pv e•t of 
....,. to at .... a,..a aftll tlaoH at114•ta 8wa • oertala poltrt te at•-
The •tW ot 4etwt~la.tnl ....... , la NlatieD to apMd la• la Hoal.er'a 
'tlllpat, a uullll Mtboct of ..._tdahc ..._ .. ,. To 4et.,.1ae ......_,. 
by .... of t.-tal ..,..., er erHN ,.. al•t•, wlttl ao aou14•atloe 
at"" to apeed la Ul4Jcal• Tile atud•t wbo typea 200 VGI'da la • tlHd 
wltlaa aa4 ukea 1 ..,... n.w eot a. ,.allMd to the •- ateat u 
tba a'bld•t wlao tJpu •11 100 wr4a n4 •* the ... a.Hr of _.._. •• 
Ia ooa-..t, the ,_. ••t of ..,... Htllo4 at•• tba &tdaat who types 200 
.,.... wlth I ..... tba ... ......._, ...... aa ttae aftdaat who tJpaa lOt 
.-. u4 •1ca a ......... .After .u, ttaa flnt attldtlllt baa aa op,...watty 
to •tca twice u _, urwa a.laoa lie ,,.. twJ.ce u ••r -.4a. 
To taoUltata the tWJ.aa of tt&a ,... oat of _....., Chart " waa 
dftelopacl ........, ...- __.. are at._ ta .. ·~ uct tbe ,.. o•t 
of ....,. fer 4lfhNat ..._.... of ..,.... la al•• 111 llil'olaJ.aa coluaa. 
eHAIT"' 
Ult 
CIWlT TO DlftUIJI Pill CUT OF DIOit II TrPEVltlTIIfQ If HOSLER 
CraM Pu C.t of T.tal VeN• • liMN f'NII 1 to 1S 
VOI'Cla 1 2 a .. I • 7 8 I 10 u 12 1.1 lit 11 101-110 1.0 1.1 2.1 
'·' 
.... 
'·' 
•• 7 7.1 
••• 
••• 10.1 11.1t 12 ... 13.1 11t.l 
111-120 
•• 
1.7 2.1 
••• 
.... 
'·' 
&.1 7.0 7.8 1.7 • •• 10 ... 11.1 12.2 11.0 
121•110 •• 1.1 2 ... 1.2 .. .. I .. .. .... l.lt 7.2 a.o ••• • •• 10 ... 11:2 12.0 111-111 •• 1.1 2.1 a.o ••• .. .. • •• ••• • •• 7.1 ••• 1.0 •·• 10.1 u.a 181-1..0 .7 1.1t 2.2 2.1 
••• '·' 
1.1 
••• ••• 
7.2 a.o 1.7 • ... 10.1 10.1 
11tl.-11ll .7 1 ... .2.1 .2.8 1.1 •:2 .... • •• ••• 7.0 '·' 
.... 1.1 ••• 10.1 
1"-118 
·' 
1 ... 2.0 2.7 .... ... 1 ... 7 .... 1.1 
••• '·' 
8.1 
••• 
••• 10.1 
l$1•111 .7 1.1 2.0 2.1 a. a 
••• 
.... 1.2 • •• ••• 7.2 7.8 • •• 1.2 • •• 1St.ll0 
•• 
1.1 l.t 2.1 1.2 ••• .... 1.1 '·' 
I. a 7.0 
'·' 
a.t a. I 
••• I 1.2 i.e 1.7 I 111·111 
•• 
2.1 1.1 ..I .... 
••• 
1.1 
'·' '·' 
a.o 8.1 1.2 
116-170 
•• 1.2 1.1 2 •• a.o 1.1 ..2 .... .... 1.0 ••• 7.1 7.7 ••• • •• 171-171 .I 1.2 1.7 2.1 2.1 1.1 •• o .... 5.2 ••• .... 1.1 7.1 1.1 ..7 r 2.2 I 
••• 
178-180 .I 1.1 1.7 2.8 .... 
'·' 
1.1 • •• 1.2 1.7 '·' 
7.1 .... 
181·185 •• 1.1 1.7 2.2 2.1 1.1 ••• .. ... ... I ••• o.o • •• 7.1 7.7 8,2 188-190 • a 1.1 1.1 2.1 2.7 1.2 a.7 ... I .... s.a • •• .... ••• 7 ... a.o 111-1ti .s 1.0 1.1 2.1 
'·' 
1.1 1.1 ... 1 ... , 5.2 1.7 1.2 1.7 
'·' 
7.8 
111-200 • s 1.0 1.1 2.0 2.1
••• 
1.1 • •• ••• 1.1 ••• 1.1 1.1 7.1 7.1 201·205 .s 1 •• 1.1 2.0 2.1 
••• 
.... l.t .. ... .... 
'·' 
1.1 . ... 1.1 
'·' 206-210 • I 1,0 1 ... 1.1 2,11 2.1 .... 
••• 
.. .. .... s.a ••• 1.2 '·' 
7.2 
211·211 • s 
•• 
l.lt 1.1 2.1 2.1 
••• 
a.a ...2 
"·' 
1.2 
••• 
1.1 1.1 7.0 
211-220 .I •• 1 ... 1.1 2.1 2.8 a.t .. , ...1 .... s.o s.s 1.0 .... l.t 221·221 ... .I i.s 1.1 2.2 
'·' 
a.i 
••• 
... o ... , 
"·' 
.... 
••• ••• 
1.7 
22&-210 ... .I 1.1 1.1 1.2 2.1 a.1 • •• ••• ..... .. .. s.a '·' 
1.1 1.1 
211-285 ... 
·' 
1.a 1.7 2.2 2.1 1:0 .... a.l ... 8 ... , 1.2 1.1 1:0 1.1 
231-2110 .... •• I. a 1.7 2.1 '·' '·' 
.... 
••• 
... 2 .. .. s.o s.s s.t I. a 
21tl-2lt5 ... 
•• 1.2 1,1 2.1 2.1 2,1 1.1 1.7 ... 1 .... .... s.a • •• 1.2 21ti-2SO ... 
•• 1.2 1,1 2.0 2 ... 2.1 a.t 8.1 .... ..... .... 1.2 1.1 ••• 211-211 ... •• 1.2 1.1 2.0 2 ... • •• a.t • •• .... .... '·' 
1.1 ••• • •• 211-210 ... 
•• 1.2 1.1 1.1 2.1 2.7 1.1 ••• ••• .... ..., s.o .... • •• 211•211 ... :• 1.2 1.1 1.1 a.a 2.7 ••• .... ... 2 ... 2 .. .. .. .. s.a 1.7 211-270 ... •• 1.1 1.1 1.1 2.2 2.1 ••• . ... .. , ... 1 .. .. .... 5.2 • •• 271-271 ... 
·' 
1.1 1 ... 1.8 2.2 2.1 2.9 a.a 3.7 ••• ..... .... 5.1 s.s 271-280 ... 
·' 
1:1 l.ll 1.1 2.2 2.1 2.1 1.2 
••• 
.... ... .. ..  ., s.o .... 
211·285 ... 
·' 
1.1 I.; i.a 2.1 2.1 2.8 a.2 a.s 
••• 
...2 ... I .... s.i 
281-210 • a .7 1.0 1 ... 1.7 2.1 2 ... 2.1 1.1 
••• ••• 
... 2 .... ...I 1.2 
21Wt5 • a .1. 1,0 1.1t 1.7 2.0 2.1t 2.7 1.1 .... ••• ...1 ..... ..... s.1 
211·800 
•• 
·' 
1.0 1.1 1.7 2.0 2.1 2.7 a.o .... a.? .... ..... ... 1 s.o 
301•101 .a 
·' 
1.0 1.1 1.7 2.0 2.1 2.7 a.o .... 3.7 ..... .. ... ... 7 s.o 
101·810 .a •• 1.0 1.1 1.1 1.1 2.1 2,1 2:9 1.2 ••• ••• ... 2 .. .. •• I 111-aii .a .I 1.0 1.1 1.1 1.1 2.2 2.1 2,9 1.2 a. a ••• •• 2 .... .... 31 .. 120 • a 
•• •• 1.1 1.1 1.1 2.2 2.1 2.1 3.1 a.s ••• ... 1 ..... '·' 121-121 • I 
•• 
·' 
1.2 1.1 1.1 2.2 2.1 2.8 3.1 .... 1.7 .... .... ...I
828-110 
•• 
. I 
•• 
1.2 1.5 1,8 2.1 
'·" 
2.7 a.o .... 1.7 .... ... I .. .. 
831-811 .a 
•• •• 
1.2 1.1 1.1 2.1 2 ... 2.7 a.o l.lt 
••• ••• 
...2 .... 
aawaeo .a 
•• •• 1.2 1.1 1,1 2.1 2 ... 2.7 a.o a.a • •• a.a ...1 ..... 
Hoaler1 Buaell J. 1 "fte ~a-lpMtl Pu Cnt ot Ernr Method of Socwlaa Tbted V.lttnae1 .. lulMea u ... tl• r .... •o.J.. 1, DN•beP, 
ltl't, PP• 21-ao. 
Chart lltt wu devel.ope4 to fac111ute tlae ctetenalldD& of the per 
cent of ttl'NI'. Tbe JIUI'poM of tale utlcle la to HpOrt cbaaa• Mcle 
on the •lalaal pl.u Npol'tecl bJ Boalal' 1a lMI, 
at .. t!ae ftret .. ,.., •• po1Dt .,._ .. Mea .... lotMd ...... ., 
tbe •1--te of e,..t ud aoeuN4J oaa M ooa))1Hcl lato -.. aeoN for 
pactJ.aa purpo ... , Chal't ItS ,. .. eta the potate tbat oaa ~. a1YeD aad 
tiMt apeoltled apaeda aacl ,_ oeata ef -. .. ,.,. uetb ot taar quut..a 
1a , •• ,.... ,. the f!Nt ............... ,... of 18 wn• • •lata 
with tt,o ,.. cat ot •n• vUl NOel•• t pobta fw a,..S aR4 7 tor 
IIGCUI'M)'I a O~laed. MOI'e of 11 poJ.ata, 
u a NU&h a•ua•, Hoaler .._eat• the fo.Uowlaa wishtbc t• 
tla.S wltl.Dp to ._,......._ the fhaal. uhlft8eat ia each ••• ot 
fov _ .. , ... la typewltlaas tiNt --te, 71 pw oeat ot the 
pacle aheiWt M talcea r.. the tiMet wlt!aa .._..., MCODd .... , •• , 
50,_ oeMa aact th.bd aDil fcaarth ....U.1 II per ••t• 
Ia ner to •·t!vate tbe Mt'- pupU. ill tbe clue to type U.e 
the apeecl ... ....,., ,.,. 10 polata la .. ,. .. quarter, a apt• ot 
pHal• polata wa 4e¥'1Md. TheM ,._t. polata Uti a naeat.t 
pa4J.aa acale .,... Cbut ttl, 
us 
Ul 
CHAIT 45 
CHART FOI COMIIMJifG SPEED AND PO CENT OF EIROR INTO ON£ SCORE BY HOSLER 
Fourth Quarter 
Groea Per Ceftt Qnea Per Cot Qroaa Per Cut GNaa Per Cent 
Speed Enor Speed Ener SpMd Eri'Ol" Speed El"l"'O' 
POitfTS 
40 2.0 ItS 1.0 10 50 .a 55 .e 
31·18 2.1-2.& 
"-" 
1.1-1.1 9 ........ ,9-1.4 54-52 .9-1.2 
87·31 2,1-a.a lt2-41 1 .... 2,0 8 47-41 1.5-1.7 51·50 1,8-1.5 
35 3 ........ 0 ItO 2.1-a.s 
' 
45 1,8-2,0 lt9-lt8 1.1-1.7 
a-..a1 ... 1-s.o 39•87 2.6-3,3 6 "-ll2 2.1-2.9 .. , ..... 5 1,8-2.0 
30·28 5.1-6.0 36-34 .......... 1 5 41·18 a.o-a ... ""-43 2.1-2.3 
27-25 1,1-7,0 83-30 ... 2-5,0 .. 37·35 a.s .... o 42-40 2 .... 2,5 
2 .... 23 1.1-e.o 29-28 5.1-1,0 3 3 ..... 32 ... 1-4,9 39-38 2,6-2.1 
22-20 8,1-9,0 27-25 1.1-7.0 2 31•30 s.o-5.9 37-35 3,o-a.s 
19-18 1.1-9,9 2 ..... 23 7.1-8,0 1 29-28 6,0-7,0 31t-33 a.s-... o 
PREMIUM POINTS 
1 point for each a veN8 a alaute typed abcwe tbtt a1nilaa apeed atvn for 
10 pointe when per Htllt ot •n• aeoN of the wlt!na 1a 10 poiats 
1 po1Dt ter each It worcla a alute typed abcwe the ainiaa speed given for 
10 t>Oiatll wbea per cat of error More of the wltla.1 !a 1 1 81 or 7 points 
1 point f• each 5 words a alaute typed above tbe a!a.laua speed g1V4m for 
10 pointa when per cat of eft'Ol' eo_.. of the writing !s 61 51 or " points 
A •••••••••••• 18+ pointe 
I •••••••••••• 17-13 
c •••••••••••• 12-7 
D •••••••••••• 1-1 
111 
Lloyd 1 AlBa c •• "G...Suted Pe•ltJ Plu--A Jlev Way to GIN&de a Typlaa 
P'Hbte.t" lui-a T¥A-t Yol. M 1 DM.UIJ"-.Ja-..y1 1116-1117, P• 10. 
Lloyd fO\lld that •• of the .. t hoaaa.ba ,..obl•• of typlft& tnohen 
la andlaa a 1oM ataeet ot typl'ftl ...,k-oa latter, a taa.J.e1 or a MINHP1pt. 
He ia of the eplaloa that ... , taMllwa aueoab to tlMt .. ., au•• (ao 
.....-, Al 1 ..... Ia ete.), aotWltbatatdlaa u ..... ,. feeUaa that a 
typcp&pb!oal ...... taa•t quite tiM ... - b&Ylaa a ..... top aarata. 
M•t teub_.. v1aa1y a.-.W padlaa OM alaeet of ...-k. It 1a eae!ar 
aDd talNr to ..a• a Nteb ef work at .. t!ae. Lloyd al.low atud•t• 
•pelat." fflll ... , Plfl• of ,.o4uetl• VOPk tuMd wt vltllotat -.e•U.aa 
a aracttled a1111&MP of aS..taaa. TM at11d•t'a poJ.ab ue Mcled vp aD11 1 
whea o.paN4 to pot.- ....S la 'tile ._. •Y ., claa•at .. , Mo ... 
the hula for llJ.a ...... 
LleJd bella.,.. that th.la 1a ataple, ...,. aa4 tall'. JNt lt ••• aot 
...... tiM ~ of aat to ..... ,... ........ ,., .. pllp411" to ...... . 
IN4uted paaaltl• off.,. u etfenlft Mlutl.oa to the c~u ... . 
Cbut Ill allow ,,_ ~ of peaal.t!• wltla a lwlef .._.lptloa of eaell 
................. taa-1•. 
st.a the ,_,.. et .. , ,....•tl• ,..W... la to alva awd•t• 
pNet!oe la &ppl.Jlaa a ,artlftlar w, of ...,Wa• ot ,... ....... to 
pe1111U.. tw _. &ppl.Jllal lt la ....-~.e. It 1a alH etfectlY&l it 
•U. at\tdata ,.,. attetla to .. ..,. , ... ._ ,....._tJ.oa. It •kea 
tbea batt• ,...,.... •••• 
fte plaa tiWka well fu t*• va.o apee tltat .-1aa .-..w ...-1n 
a PMt 4M1 t• a Al a lot fOI' a I& U.t vllat aoet a'baMata wUl 
actually 4o f• • Cl allll1 ,_ a •• ,.at --.b to ••• t•• t• thoae 
vhe Nally tl7• 
CIWn' 'l& 
GRADUATED PEIALn SYSTDI BY LLOYD 
~---·---~-• 0 ~ - ~¥ ,... ___ r..,.... __ _... - -~ ---~-· ~ .... ·-•-• _._ ------M-~-- oh ~·---- -~----··-•-••....,. __... •• ._ ....... ____ .. _______ --- w~•·-. ... -
GRADUATED PEJJALTIU 
Type of II'I'OP 
Major 
Mine 
Typograpktc 
·-lty 
a 
2 
1 
GNde 
A 
B 
e 
J) 
Pftalt1• 
1. LetteN-wCllll atatlOHI'y, VI'ODI l.lae of vJ:tlath WI'Oftl 
top Ml'lia, poealy ••qul ai4e Ml'81•1 _... style, 
•lnloa ot aa ..... ttal paPt, etc. 
2. To1ea-1~ ftrt1al plao--t, iDGOrNOt holtiaoatal 
pla-ea't, 1DCOP1•t apace betweea celau, •iuloa of a 
part, ...... 11De apaclq, ete. 
Ul 
a. M._...l.pt11•-wr~a~ 11U'JD1 lllOOI'Tect cltaplay ot a foet~tote, 
•otat1cm1 •lnloa of a pep ll1IIIMr 
... , ............. ,... •1•1• ol ut ... tloa, alaplacenat 
of uterlal, f•!l•H to eii.Mlc flaur••• ...... .-. 
1111101 EJtltOU 
1. Slip u.pa 1a badl•W•al ,.!Dta of style. lf tlM 4ate 1s 
to btl typed at the ..,..J.a ad la t)'J*I at the c•tw it 
la • 2-poJ:at ,..lty. 
2. O.....qllta of HJ •iaor fN'hNt for --PHt ill I'OUih 
ct.atta, the ud.aa ad uld ... of OOI'Notl01A8. 
a. IM!pltJ.eaat •J.aalon ..- • Nfereaoe lalt.tala, 
.. lAtauN --tioa, •Ddeneorlat a INIIok title that 
...u -u, • ...,.1,... 
TYPOIRAPIIXCAL £DOltS 
Mi.-typed ....... , niaecl oapltala'1 --. tiON cUvlsioa, 
o.l'ttecl wwda, etc. 
Haa-*ht Jvl!a e •• "JeD• tor McliNClJ Iutead of Penalty ffll" 
Erront" TY£!!!ltJs hw, vol. 211 Sprf.llat 11111 P• I. 
Haaallbaell uaea tM lei• o1 ._.. t• .......,, laatH!l ot penalty 
for v..-s u u laoeatlve to .,_.. typlata to at don ....,. •• 
A tm&cl•t NOalva a ~· of OH po!at for MCh aiaute b 
vhlah be typee w1tU.t •• ....... For ..-,1•• a etv4•at vllo t,.. for 
five al.aat• aad •* •• 11'1'01' wlU aat to.r pobata ••aau. be typaa 
tau a.taut• wit.._t Mld.aa • ....... 
Hltt poliey 1a alvaya to let tbe at\lllut lcnow laow M U beiDa 
aNCI..S. Cbut tt1 a._. tlM ltoau ellut ad &N4laa Mala vaed '-1 
tda t• ttut elwatll WMlc ot typlaa. Tille .... , ttl tbe ao1a plu1 
hawev•• Ia to keep tiaa &N41aa Male CN4ul17 ....... u.pw.ud. 
111 
Aa tu clu8 ,.......... 1a tfP!aa ,.._ ud u the 8'tlacl•ta advallCM 
ill theJ.I' ollJ.ty to type -.tped leaa .. , tHy No.I HN ud 1101'1 
• .,... of the faet that .. _..., 11 ....... ,. I• •• to _,..lu 
thb fact ,_..., vlau takt.aa a UHcl wltlaa1 ......... , IMHa- tbe 
.._. to two pOiata fw eaoh alene t1J*I wl:tb ao ...,.... Thla plaa la 
protl.tuly appl.W• atetba vlth tlae t..ut .. tb VHk of tntac. 
He M.U..,.. that the e..Saata ue ........- •• they an al._ 
tu .,_-.lt:r to .... tile J.loau pla. Stud-.te uoa aot paallMd fO'# 
• ...._. .-•. *., ... ,,.,.. OH41t ,., ... t .. u .... "'ethiraa 
.... -.u ...... - •• 
lOBUS CHAIT 
... of Eri"'N 
0 
1 
2 
a 
.. 
CHAIT -.1 
IOWUS FOl ACeURAeY CHAIT BY HAQ£11JUCH 
•••• 
5 
.. 
3 
2 
1 
ILLUITIATIOI* 
TiM 
5 
GRADE CKAJtT 
SeeN 
31-abeft 
28-30 
2 .... 27 
20·23 
10-M lew 
... •. 
..... 
a 
A 
I 
e 
D 
r 
s .. e 
32 
*BetoN au.t1aa a tlMrl witlaa, a-.tnta type the Macllq eben in the 
above 111uatra'tioa • the top of tMb ,.,... 
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Nuwell, H\atb c., "Produtloa late--.A T.- Buia for TypeV~"lt!Da 
aNd .. f• M.....a StlltlottJ,"!!!!. lalnoa lbeet, W»l. 111 May, 1110, 
,. ata, 1t00. · 
Maxwell 1e ot ta oplRl• tbat tlae atnlaht-oopy tJallai 1MMCI oa 
CVPM or NWJitl •Uaoct of pU.lna la DOt a uw J.MJ.atloa ot ttw crapablll• 
tl• of the atudeat, •pecially the CVJIJI •etJaod, Vbea eltb• aetbocl la 
u.rl solely u the aala aovae o4 ttae pacU.aa ~~Jet&, the atvdeftts an 
alvea • tala• ..... of attat...t. 
He fMls tbat the cvPII aetW O.l4 M ued aolely te pUaaoe 
fli'IPpoa• aarl aot tor poad1aa FP•••• n. WPM Mthocl ot pactlna la 
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liON lllcU.oatlve of the atudat•a dllltJ to type at.Niabt copy aw:t othe• 
Mtettial tua 1a the CVPM utbot. 'l'lae lo-woN ,_.lty (JMIIt) 1a nppoMdly 
arrived at by ..... ba that a t,t.t oaa type &PJII"C*iaately 10 words b 
tbe t!ae lt tabs to OGI'I'Mt aa ........ 
Maxwell belt .... tbat the pad• tltat aM al•• an aely petlally 
llldiutive fll wbat the a'tlal•t la oapale ot cloJ.aa. It is lala OODYiotioa 
that abc• .....S• bave to M al._, a .... ••• bula for tiMM should. 
He ...S• a avvey of wU.,..aJ.ltled Ud -. ... at.l offloe typlata ae 
the job. The Mtviala to k t1J1111 ... tile 1f0Na pu almate attalaecl oa 
eaob WN faaltd, 08 tbla _,..,.,,the 'tJplata ... e all OOPNet1oaa1 juat 
u they woul4 haw cloae laacl tbey 1teu tJPJaa fe tl'Mlf' eapl.oyvr. 
U.{IJI tba ... as a Mala t.. clevialDa a JNd• Mal• fW OOUI"HS ia 
aclvaactr:l typewlt1aa1 the 80ale b Cbut 1t1 waa d.evlaed, aivlJII the lett• 
pacte ooneapcaU.aa to tbe protlolaey attalaM. TIM aoale provW• 
a.e ..-.ete basta fw 4et.,.lalaa ...... • t._ ,...\lotloa rate reqwalred 
• •pMttlll oa tiM job. 
U2 
CHAIT ItS 
GRADING SCALE FOil ADYAICD S'nJDDITS BY MAXWELL 
Qra4a lu.btua E1mtlopaa* TU.lat.S Stl"a1gbt 
Lett an I• ports Copy 
A 58 167 35 67 
B 5I 112 ao 62 
c ... 137 21 57 
D It I 122 20 52 
r 38 107 11 It? 
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INcly, Mary MaltpNt, •~atuUald• I'Nductloa Jtatea t• Typewrf:tllll," 
The J......U !t JNala- ldliOatioa, wl. 21, JaaUI'f, ltll, PP• 158-110, 
Mtaeh t.u Mea •tel eODfiU8laa,..... ,.._uetioa ataaducla f• tJPe• 
wltl• _. atac.tUact. JJOIIt ot tile clbnut. oetwa uwad tbe lack 
ot noh atud.aNa. IN4y att..,_ to ..UUah pi'OIIutloa rat• t• 
atralaht eow, lat'hl'a1 fttWttl.epeet __.J.pta, MCl t•latt... U. 
ltallafta that tile aoalea abowft 1a eta.t fl.l an etfeotl" f..- 4atus1ailla 
aNd• for ,..Sv.otloa ..-Jc • 
.... , t...a. tllat cluba the l.Mt .... tar of tJpewrltlaa ........ 
ut speed oa atNlabt eepy tJabp 1Nt clllt_..lu4. Dubis tltia tJu a 
aJ.a-. of t• atNJ.allt..,. tJalap ..._14 INl pvaa. Aa.,.... Ualt 
of fi•• .,. .. ,_ teat ahaalcl 1M ~ tw paa1• a ten. The tw• 
daf.Daa ,..... at the hJ.abut nu ol ..... with flft _.._.. er laaa ca 
be ... to •_.Uah tile .....,. eat .,... f• tlle ....-.... 
DuJ.aa tiae Jut halt of ttaa -~ a 1arte ,..-t ot tiNa tiM le 
'tM tJplea elMa ._.W t.e 4aftt4111. to 1M .-., of pNCtioal applloatloaa 
of offlcaa ••k ta the wlaa of lett .... ,.,..,_, UIN:latt.a, ..... 
IIGJ'1pta1 ...p c1Nfta1 D4 YVf.oua IMialH• ,.... 
st ... pNI..UO. ._.It 1a a ,..._.l.oal appllcatloa of taa. .. tc t1oea 
ia tbe -.u.. offloe • tb4t tJP••ltbc oJa...._, INdy Mll• .. tut 
lt ahaul4 be - of t1ae clat-.labc , .. ._.. la al•ba a tf.aal pa4•• He 
tl.llh tllat atw~eata ••• peatly lllteNat• 1a aaetba ,..._,J.oD a•la 
aracl tH tNlniaa ......... la taktq .. _., appl.•eahc:l by tlaa 4PU1 
,..w ,...ec~taa tlae teat~ !a a pNIItlealappllutloa ot otfJ.ea -.k. 
CHAltT Itt 
PRODUCTlON IATES FOit TTPEVIITIWQ BY BIADY 
STRAIGHT COPT TIMIJGS 
10 WPM • A 
IS.St • B 
so-tJf ... e 
ltMI • D 
LETTER SCALE 
Aft .... let Speed ,_ C.t ., ........ 
lo-M!Du• ltnlaht ltNtpt 0opJ let 
C.,.TS.lap ,,. .......... 
10 75 pwoeat 
70·7· 
, ...... 
ss-st 
IS 75 
70...71t 
....... 
55-51 
50 71 
70•11t 
&o-tt 
55-19 
... 75 
70.1fi 
so-et 
11-19 
EJIYILOPES 
25 • A 
21 - a 
20 - e 
18 • D 
let Speed lequiHcl • 
rta11Ule Lettua 
Tot4ll Wo.N• VPM 
toO ... 
8fl0-89t .. , ..... 
720..S39 ae--.1 
1&0•719 33-35 
825 Ill 
170·821t 38-160 
660•769 ..... , 
600-619 ao-a2 
750 38 
700·7fl.9 35-87 
........ 30-3'+ 
150-199 27-29 
171 Ill 
..... ,, 11-33 
........ 2. 27-40 
soo-sat 21-26 
QNde 
A 
• e 
D 
A 
B 
c 
D 
A 
I 
e 
J) 
A 
8 
e 
D 
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T.UULATIOI SCALE 
Avvaa• let spHCl ,_cat of AYeNP let Speed 
10-Mia.te ltralabt StNltht CDpr let .. , ..... -
Copy Thai .. Spud • "fUala'tlaml Ta~Nlatloas Total Stroku QNCle 
10 
"' 
27 1350 A 
ItO ...... 211-26 1200-13 .. 9 B 
so-at 18-23 900-1119 e 
21-21 11-17 7So-&99 1) 
ss ... 25 1250 A 
ItO-tilt 22-2lf UOO•l21tl 8 
30.19 11·21 810·1011 c 
25-29 l"-16 700-aiJ9 D 
so ItS 23 uso A 
...... ,. 20·22 lOOO•Ufl.9 B 
ao-19 15-19 750-911 e 
21•29 12-11J 600-71Jt D 
... ItS 20 1000 A 
......... 11-19 900-999 I 
ao-at 1 .... 17 100-899 e 
21-21 11-13 llo-691 1) 
IOUQB DIAn SCALE 
AftNI• Met lpH4 ,_ C.t ., A ....... 
lo-M!Dute ltnlpt StNipt Copy ll4rt eo, Tlalaa• Speed Oil loqll DNft C., let Speed To-1 S'tnkea Gftde 
80 11 ItS 2250 A 
70•711 .. , ..... 2100-22 .. 9 I 
60.U aa.a.1 1800-2099 e 
II-II aa-ss 1110·1719 D 
II 75 IJl 2050 A 
70.71t aa.-.o 1100-20 .. 9 8 
.... aa..a7 1610-1899 c 
., ..... 30-12 1500.16-.t D 
75 38 1100 A 
, ... , .. as-11 1750.1819 J 
80-19 ...... 1100-171t9 e 
IS. 59 27•21 UI0•11t99 D 
... 75 lit 1700 A 
70•71t 11·11 1510•1199 a 
60-61 27-10 1150-11"1 e 
15-11 21-28 l210•lllt9 D 
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MMUICIIfT SCALE 
Av__,. Wet s,..t ... Cot of ...... l.t Speed lefl'llrecl • Ma ... ortpt 
10-Mimate Stra.lalat StraJ.sltt..COpy •• Total Total 
CopyTiiD!Dp Speed 
""' 
.... It mea QNCle 
10 eo H ?20 1100 A 
ss-se a a-as 860-'711 aaoo-astt B 
liS. Itt 2'7-12 ........ , 2'700-1291 c 
......... 2 ..... 2. ..aG-111 2Al00·211t D 
51 80 a a HO 3100 A 
51-11 lo-12 600-611 aooo-a2n 8 
ttl· Sit 21-H 500•519 2100-2ttt c 
........ 22-2' ........... 2200-21191 D 
50 eo ao 600 3000 A 
55-51 21-lt lat0-119 2700.2991 B 
....... 2*-26 lt&O•S39 2300-2699 c 
..., ..... 20•22 ...... ,. 2000•2211 J) 
,, 60 27 litO 2700 A 
II-59 21-21 soo-5at 2500-2119 B 
....... 20-2' 
---" 
2000•2Jtlt e 
lfO-" 18-11 360-ltt 1800.1999 D 
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Stut .... Clalea, "A ONcUaa Plaa fer TJpJ.aa Pnotlu Seta•" The 
lalaaoe ~Mat, ftl. 110• Muoll, llllt PP• 102-101. -
S'tti~D fia48 tlaat ... ,. bua!Ma teaeben who UM pNC1:iee aea 
1a their tndlll Glanu •• faced vl1:1l tiM ~1• ot bow to aNtle t-.. 
s. off.,.. a plu aecl 1a his advaoecl t)'pJ.Da olau• vblc1l .... u work 
The tbHe uia eb'Mtl ... of the plea •• to atreu Pf'OOh'•U.•a• 
to plue a ,.-..1• oa _......_, ... t,t.&, u4 to etrua tile NpU po-
4uct1• ot bJ.sh...,aJ.ltJ w.k. lulo eleMata .laol1lcle a poia't ayet• pl.u 
a hea p1u w.t.'tll t!Ml lett• _... .. MHII • a alua .. _.... ... 1 •• 
TM pNC't1H Ht aecl -.,. Inc-a OGU!at:a of ..a jolMI, laob ,. 
la "'&W wlth M&a poiata ... 1pa4 to lt ..,...las to the JMaath aad 
41ff1culty of the job, Thla la aa -~ltNJ7 YalutJ.oa. Claut 10 abowa 
tile tint tea '* vltll the pe1ata .... IJf ttut .... 
THee polata &H tlaa baaa polata t• ... ,. job aacS the alaS.. . 
that a a'hll•t - eua f• -pletlac tile ,.-. M4ad to 'tUM MH 
poiata tor .U job ue ,...Jl)le -... peia'te t.NaM4 oa tale .-.. of 
tJPlaa ....,.. •• •'- la Claart 50, It Ia ev.Waat t'bat • lllah preat. 
1a plUecl - ...... ,... ..,, .... wltb tllla plu. 
At tile aad et tbe tlae all•_. to ._plata the .. t, ttaa pola• t• 
au 8'hll•ta ua .w.a <•the tU, w -plat• tile Ht • ut) •• 
latter _..... &N ... lpat • a ola• ......... baala. 
•~• Mll.._ that 'thla plaa •tlttat• the atUIInta to pnchtee 
hJ.ab-qua11tJ work raphUy acl to prootNIMI oaNI\aUy, He also feels tllat 
the p1u 1a fair, put.lcNlarly Mea•• tM bJalaeat poiata are f....-tly 
aot ..,.... bJ the fatat typl.ata. lt114U'ta wbo ua rata hiah on auoh a 
plu a..S llave ao feu of their ...... la aot\llll cftlca work, 
CHART 50 
GJtADINQ PLAN FOR TYPilifQ PRACTICE SETS BY STU'I'SMAN 
lASE POINTS 
Job lhallber PeiDta Jab Nuaber Points 
1 15 I 6 
2 15 7 10 
3 so a 15 
.. l2 9 flO 
5 30 10 60 
The pnetioe Ht CIGIUliab of forty jolNI. £ub jo).) 1a wei1hec:l accor<l• 
1Da to leatth aDd 41tticna1ty of the job. Polata uoe aS..Ja• a atlldet 
oaa ..,.. tor o•pletiq the 1*• (A!Nwe ... la for f1Nt 10 jol:MI.) 
BOlUS JIOIIITS 
,....,.tqe of Bue 
Polata aa Boaua 
Perfect OOPJ••••••••••••••••••••••• 
One ODPrected erro••••••••••••••••• 
Two coi'Hcttd ei"PON••••••••••••••• 
Tbpee oo....ated a.r.,.••••••••••••• 
r.ur oorPected er•or.t•••••••••••••• 
Flv. OOPrected «PPO.S•••••••••••••• 
MON tlum flve OOI'P8Cted eft'OI'8e • •, 
100\ 
50 
-.o 
30 
20 
10 
No bomla 
lema poiata aN add.ct to ban poiata for eMll job a.plet.t baaed en 
the ·-"" of 'tnhl eft'WII. 
EXAMPLE& It a stlldut trpea Job No. 1 with a pel'fMt cepy1 be will 
recaiwe bia 15 bue polata pla 100\ (•otlHtr 15 polnta) tor a total 
of 30 polata eMdlt tor Job 1. If he typea Job 2 with two corrected 
ePNN, he will Noelwe 11 l.lae polDUI pl• 6 (ttn x 15) boD• poiata 
for a total of 21 pobau. Letter,..-.. aN •alped a a olaaa• 
aYeNge basis. 
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MYPNJt J ... pla J • • .,._.ltiast A Sala17 Pl.u Proj•t•" luia•a 
lcluat.l.on w.w, wl. M, May, liM, p. 11. 
A alqH WJ to Mt.lw.te atwl•t• u4 at tbe -e tJae to oftv • 
ahaple BN41aa pla• 1a Hui'NJ'• "lallry Pln P,.oject." 
He IHtlle.,.. that -u 'bJab aUoel.a wlth ;t.at •• ,._. ot type-
wltfaa have ta ,..._.of clevelopJ.IIi Na1. job protlet .. y. To llHt 
the ...-~ be cleftloped • ,..,., that taJcee plaoe 1la ta ~ abc 
-• et the •laool ,.... It la ao •••••M tut ...... , no-ea4• 
lt u • eulaluti.Jaa P"1•t t.. tbe tiNt ,... tdaethw • aot tlaeN 1a 
• .......S ,.... ot lMtWOtln. He tJaiaJca lt 1a fJf apeolal ftltae beoaue 
it al•• aWeata a •,....tioa ftlH" ,_ tMlr ..,.k••tlaeJ ve "pa.W" 
,.-tee Ntea tor the Wl'k til., clo. 
'I'JMM •• alu .,...walt.l• ,.,. tile nad•ta to •euw• • poMible 
ta.so. IN4• ... t..._ ..... oa ......... u Wleat..s 1a Claut 11. 
121 
uo 
CJWtT 51 
SALARY PLAN PROJECT IT MUllAY 
JOI nn: POSSIBLE EAIIIIIS HSCI:tmo• 
1 TaiMalatl• .ao Tu~lle atat• arrd oapitala, aeHb8 
&ad .-- of claya, a feur-cellaa NpR't 
2 :taYOlo• .20 rUUq 011t 10 4•pltoat• tavoloa fcm~a 
I Ma~NaoPl~· .ss rt .... ,. ...... tpt. ,. .. tecl in I"'UUb 4Ntt,.,. 
.. EavalopM .15 euw..ttaa ao ••••l.,.._.lt a o•t 
f• HGb ... t!Cl4.....ct OGI"HCtly 
I Data .as Pe••••l Data ANt te aoe•paay lett• 
ot appl.loatl• 
' 
Lat'taN 1.90 11 .-.1 lettes-10 aiaut• ...S 10 outa 
f• ..U letter 
7 Tlal~tp 1.15 1 o•t allowa4 for eeoh word 1a Mat 
1• a- kS..te tt.lap. IJ.ait $1.65 
8 ElctN .as a... tw eK'tN tlH 4•otc to 't1P!Dt 
pl'tMitte ... l .. t t• each atPa period 
' 
c1 ... 1aa .os I .-u t• oleaaiaa ucbbea tlaHa t.S.• 
n.tea ... ...,... per1o4t it ..,..looked, 
5 .... f•f•ited. 
$5.10 ...... 
sa..so ..... • 
ta.so ••••• c 
$2.00 ••••• f) 
Balow ••••• r 
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Clayton, c. c., "Motivation for Aclvuoed Typing Classes," The 
Balance Sheet, vol, 3t, MaNh1 11581 P• lOt. -
In 11011t advuCHICI typing cluaea, acaOl'ding to Clayton, the "law of 
dt.iniabina ~•turns• 1a very noticeable. OPdlna~ily, a fi~st•year typing 
student can He areat stridea in p~s fw the &Mater part of the 
year • However 1 s•ewhere alona the liM the at..Oent 'a continued improve• 
aent in a,.ad aad aoc\ll'"&cy .... to wane. 
ClaytOR thinks tb&t if the indivlclual student is allowed to c011pete 
with bt..elf tor pointe (rathv thu the rHt of the class) be would 
uaually ~-pond to a ar•tv deaNe tilan he would otherwise. 
Cbvt 52 1s &It "Advanced Typiaa PI-oar-s Sb .. t• that Clayton u.aa 
in advanced typiag, which allows the individual studet to caapete with 
bimaelf iaatud of with the eotiH cla•• The student is given points 
tor atartina speed at tbe beaionina of the aradins period and for achieving 
an incNaae in net rate in the veioue brackets indicated. Net rate is 
determined by deductina ten ~· for eaoh error on a flve-ainute writing 
with a au.J.a• of five errors per Wl'itJ.aa. 
Tbe total pointe ....... d.urina the andiag period .. , then be used 
for aradlna purpoeea. 
Tbe pointe allowed for htprev•et within each bNcket should be 
kept flexible and adjusted fr• t!lte to tlae u the nMd •Y arise, 
uually aUowina aore pointe tor eaob WPM iaprov•ent as the year 
ClWtT 12 
ADVAifeED TYPIJIG PIOUESS SHEET BY CLAYTOH 
ss.. v..u• Goal 
POINTS ----~------------------------------
Po!ata fer etetlftl a,..S at 'tM Mcl•lac of the t-w•b 
Polata t.. 1apl'o• aat la "2o-80" vpa bncket 
Po!et• for t.pp.., .. t la "11...0" .,_ bnclcet 
Points to. t.aproy ... t 1a ••u.-so• .,_ bncket 
Polftta tw !a,.-••t la •s1..ao• w;a bneket 
Polata t• 1apN¥••t .Ia "11•70" WJ8 braolret 
Polate fflt' -....--t 1• "71-et" ... .W.Obt 
Tetal palate ....., 4ulaa ala -.~a~• fVled 
PODTCtWlT 
1 Jol.at tw .-b WJIII t• tbe a.b. ...,_, atvtlag e,..S 
s rotate ,_ MOb wpa lll,...._•t la "2G-aO" vpa bNOket 
10 Polata ,., ..... " ... ,... ... t J.a "'l.ttt" .,. bfteket 
20 Po!ata te MCb.,. !aprM•••t Ill "~tl-ao• "JJI melhlt 
ao Polata fe ..- wpa .t.,...._aat J.a •s1-ao• ..,_ bNolcet 
ItO '-l•u ,.,. -".,. !aP""••t la "11•70" ..- braoke't 
so Pobtta , ........ hapN¥..0 ... "11-80" .... W.Cket 
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The purp••• ot tbla atu4y .,..... to ualyu the UtwatuM on 
ped.J.aa plau 1a ahortUacl aDd typewJ.t..._ aDd to pHMat the liNt 
belpftal ucl •Jcdf.leut .,. of ......... 
Apsar-IMtely 200 aptJ.ola .,.... NYlewtd altd 12 .,.... nltloted 
for oeap1lat10D lD 'tbJ.a tlleeia. TlloM utlelea vltlcb vee aet ue4 
eltber cU.d aot ottu a aN4laa plu la c11ut tON_. 414 aot ,..._, 
atattlol•t lafOIWitlOD ao tat •• OCN.W lie 4wleed ., tbe •lt•• 
hlectlola ot anlu• •• Ualted to IRaalHn ..._ ... 
~U.oatJ.-.. ot tu ,_.. 1110 t....._.. ltllvltb all wt 10 ot the 
utlol• ••f.aa -.. witt• aJ.Doe 1111. 
The utJ.olM ,....lltecl ._.. ••tala 21 ..-J.aa plaaa fer 
alaortbaad &ad tl'U80Jtlpt.t. u4 27 for typewltlaa. TH aNClllaa 
plau ,.,. awthaad u4 tNucl'lptleD, , .. tU .. 't ,art .... 
cleHl.y ...... vltb tlMt ,._1 • ., ptdiaa ta typewltua. 
Aa ... lyala of tu liteM'tve JMJoaua tut oae ot the ... , 
Japutaat u,.cta of a --••tul t.-1\Jaa ,...._ la tut ot 
t ... .....,.,u plaaha• ltti4•t• ue atlawlat• vhn tlwJ t .. l tut 
tbey an a part of _. ••• a MDI la tu ...-lea of •tabU•IlJ.aa atalld• 
........ pala. _, of tlae ... u .......................... that ... ,. 
tboaallt - tlael.- fGWidatt.. ,., .... t ....... papll plaaaed. 
It la the .-... 1 ep1Dloa of fttWlt1• la the field tbat tile 
•tabU.td• of •altON _...... of p•U.aa fa a1dl.l .U,_ta la • 
41ttlcNlt t•k t• au .... -... _. ta.at ,.._. 1a a ..... tor ... 
ul.fora JI'Mlaa pla• to belp the M&iaalaa tNcher u well •• ttt.a 
•,.rlenced teubv. 
AutwJ.tJ. .. are J.a aare--t that ataraclucla of aN41111 J.a 
-.laeaa aklll aabjeeta an uoeaury to tN.la vocatloaaUy a.patant 
pacluat.. aac1 that ob'eotlv• la tHOhlaa Uft nlua •ly wban t:bere 
J.a oonatut apprataal of tlle pi'OINU that J.a kina liKe la aohJ.evlna 
tbe objeotlv•• 
ltanclarda of •• ...,. ou M uMd u a pUe • pattera J.a 
wJ.aiutlaa true ataMaNa fw aotbe ..... IHaue of ttae YU'lety 
of pa4lq plaaa aacl tbe va.-latlou 1a tboM plaaa• the •• tbe 
teacher aa~Aaote alsouU be ...._. Oil tlae uala of a O&Nfully thouabt• 
•t padJ.aa phll.oeephy. It 1a lwtU . .,.. tut ttala atvdy will belp the 
1MJ.v14ul buabeaa t ... be,. u vell u ..,...,. of tuohen ira MleotJ.aa 
a aatiaod of a••U.• abortJaucl Dll ty,...ltba• 
Tbe arUilll plana ,.... ,..._., .. 1a abut f .. HcaUM lt baa 
"- tbe .. ,.., •• of MllJ teaohen that olaDta aotlvata tbe at114•t• 
an4 also aake &ndlea ••l•r u4 ..... effHtlvct. It lau beea .. u 
t!M-•viaa 1a put ot ttae prof-loeal akUl of tlle •••ll•t tuo-.. 
lull ..... , •• 
Thia atw!y .._.to vUTaa't tlta followiaa ,..._.eaclatiaaa 
1. That atu41• be ..Sa to ._._J. .. tile ... , •tfaotl.w •Y• 
ot aruJ.aa O..tband _. ty,_.J.t.t.a. 
2. That tlle oo-opeNtioa of llu!Hu u vell aa was. .. teaohen 
H eU.tecl la fOPINl.atiaa definite atalldaNa ef aNdiq. 
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a. 'ftaat atudlea 1M Mde to clet ... iu 4.tlaite atadvcla acoeptable 
to aU taohen1 local, atate1 or N&l .. l leftl. The ataaclu4a aDd 
aN4J.• MtiMNia auat be fl•U.le eDCNill to auow f• the ancllaa ot 
at\14ena ot cl!ffenat uJ.Utlea. 
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